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S5-E-C~R-E-T
16 October 1970
’ OFFICE OF PERSONNEL MEMORANDUM NO, 1-14-17
SUBJECT : Organization of the Office of Personnel

‘ @Is
‘ RESCISSION: OPM 1-1L4-16 dated 18 March 1970 L md 98 oct

The chart in Attachment 1 reflects the current

organization of the Office of Personnel. Attachment 2

‘ lists the assignments of key personnel.

Robert S. Wattles
Director of Personnel

Atts
OPM 15-70

‘ Group 1
, Excluded from Automatic

Downgrading and

" S-E-C-R-E-T | Declgasafication
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Director of Personnel
Deputy Director of Personnel
Executive Officer

Staff

Special Activities

-

Deputy for Special
Programs

Deputy for Recruitment
and Placement

Deputy for Plans
and Control

Credit Union ‘ f—

Staff Personnel Division

Benefits and Services
Division

Central Processing Branch

Employee Activities
Association

Incentive Awards Branch

Insurance Branch

Personal Affairs Branch

Professional Selection Branch

Professional Placement Branch

Clerical Staffing Branch

CT Personnel Selection Branch

Correspondence and Applicant
Records Branch

Review
Staff

Control Division

Mobilization and Military
Personnel Division

Contract Personnel
Division

Military Detailee Branch
Reserve Branch

Qualifications Analysis
Branch

Statistical Reporting
Branch ’

Transactions and Records
Branch

Retirement Affairs Division

Recruitment Division

Retirement Counseling Branch

External Employment
Assistance Branch

Retirement Operations Branch

Field Recruitment Branch

Special Assistant for
Co-operative Programs

Washington Area Recruitment
Office

Position Management and
Compensation Division

Intelligence and Support
Branch

Scientific and Clandestine
Service Branch

Attachment 1

(oPM 1-14-17)
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‘ Key Personnel = Office of Personnel

Director of Persaonnel Robert S. Wattles
Deputy Director of Personnel
Executive Officer
Assistant Executive Officer
Career Management Officer
Chief, Special Activities Staff

Deputy for Special Programs
Chief, Benefits and Services Division
‘ Deputy Chief, Benefits and Services Divisior
Chief, Central Processing Branch
Chief, Incentive Awards Branch
Chief, Insurance Branch
‘ Chief, Personal Affairs Branch

Chief, Contract Personnel Division
Deputy Chief, Contract Personnel Division
Chief, Retirement Affairs Division
Deputy Chief, Retirement Affairs Division
Chief, Retirement Counseling Branch
Chief, External Employment Assistance Brancl
Chief, Retirement Operations Branch

. Manager, Credit Union

Deputy for Recruitment and Placement
Chief, Staff Personnel Division
Chief, Professional Selection Branch
Chief, Professional Placement Branch
Chief, Clerical Staffing Branch
Chief, CTP Selection Branch
Chief, Correspondence and Applicant

‘ Records Branch
Chief, Mobilization and Military Personnel
Division
Deputy Chief, Mobilization and Military
Personnel Division
. Chief, Military Detailee Branch
Chief, Reserve Branch
Chief, Recruitment Division
Deputy Chief, Recruitment Division
Chief, Field Recruitment Branch
Special Assistant for Co-operative Programs
Chief, Washington Area Recruitment Office

K1 1/ es as Executive Secretary, HMAB.
2, serves as Executive Secretary to CIA Retirement Board.
‘ Attachment 2 (OPM 1-1h-17)

Approved Fo'ase' 200§/‘1E'17E1‘3'51I?-RDP78-0048.100300001-9




Deputy for Plans and Control 25

Chief, Plans Staff

Chief, Review Staff

Chief, Control Division
Chief, Qualifications Analysis Branch
Chief, Statistical Reporting Branch
Chief, Transactions and Records Branch

Chief, Position Management and Compensation

Division
Chief, Intelligence and Support Branch
. Chief, Scientific & Clandestine Services
Branch
‘ Attachment 2 (OPM 1-1h4-17)

page 2
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13 June 1969

MEMORANDUM FOR THE RECORD

SUBJECT: Justification for the esteblishment of a ten (10) year
Retention Period for Item 2 of the Records Control
Schedule for the Office of the Director of Personnel

| Responsible Officer for the Office of Personnel,
requested that item 2, Personnel Carrer Service Board Minutes of
Meetings, be destroyed when ten (10) years old. He based his
decision on the fact that the content of these files were not
worthy of permanent retention.

He said this was also the opinion of Mr. Wattles, the
Director of Personnel.

Approved For Release ZB%WWW’**Q DP78-00487A000100300001-9
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S

15 May 1969

MEMORANDIM FOR: CIA Records Admimbtration Officer

SUBJECT : Revised Records Control Schedule 40-69 for Office
of D.lrector of Personnel

RESCINDS . Records Control Schedule 40-64 dtd 16 Sept 6k

Records Control Schedule 40-64 dtd 1k Oct 64

1. Attached hereto is Records Control Schedule 40-69 for the
office of the Director of Personnel. This schedule was rewritten in
entirety in order to reflect many changes as follows:

Q. :lnclm;a functions of Executive Staff (old Administrative
Statt

b. to show transfer of the Public Service Ald Societly function
to DD/Pers. for Special Programs

¢. to show transfer of the recorda management function to
Control Division

d. to show transfer of certain reference material no longer
. being retained in OD/Pers.

e. to correct disposition instructions for minutes of meetings
of the Personnel Career Service Board, chrono files, and
budget and expenditure files.

2. Your early approval of this schedule would be appreciated.

25X

RAO,/OP
Attachment:
RCS 40-69 for
OD/Personnel
APPROVED ;| Vo 2 24
~ Date -~ '

CIA Records Administration Officer ..~

e - T oS
o — oo " .
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SCHEDULE NO.
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. Q
N OFFICE, DIVISION, BRANCH S }JGNATUR
A obe: W
Office of the Director of Personnel TITLE PAYEG
» / Director of Personnel T5 may 1969
ITEM . FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)
1l. | OFFICE SUBJECT FILES
a. Consists of policy directives, procedural| =27.5 Permanent, Screen and destroy valueless

statements, reports documenting the activities of , bapers periodically, Retain remainder in

the Office of Personnel and other papers which per- current files area until no longer needed

tain to the development and execution of the - for current reference. Then retire to {

Agency's personnel menagement program. Also in- Records Center.

e¢luded in this file are special studies, memoranda

for the record, IG survey reports, and material

dealing with emergency evacuation, cover, ceiling

and strength, marriage to aliens, and invitee

travel.

b. Consists of correspondence and memoranda k.5 Temporary. Cut off annually. Destroy when

concerning parking, maintenance, construction, three years old.

space allocation, equipment, supply and requisi-

tions as well as material related to fund drives,

T&A records and other matters of a routine adminis-

trative nature.

(1966 - )

2, | PERSONNEL CAREER SERVICE BOARD MINUTES OF MEETINGS
: Consists of agenda and minutes of career ser- .3 Temporary. Forward to Records Center when

vice board meetings, reports and supporting papers no longer needed for current reference.

documenting the activities of the Personnel Career Destroy when ten years old.

Service Board. This Board acts on such matters as

promotion recommendations, reassignments, change

of service designation, training requests, and

QSI recommendations received on SP careerists only.

(1968 - )
Approved-For p‘-nn-gﬂ 2005/44421 - CIAIRDP78-00487A000100300001-9
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DISPOSITION INSTRUCT IONS

Y FILES IDENTIFICATION VOLUME
Approved For Release 2005/11/21 ; CIA|RDP/8-00487A000100300001-9
3. CHRONO FILES N
These chrono files are extra copies of 2.0 Temporsry. Forward to Records Center when at
pertinent outgoing correspondence maintained for least six months old. Destroy when five years
convenience of reference. old.
(1968 - )
4, SUPERGRADE RECORDS
a. Supergrade Review Board files contain 1.0 Permenent. When no longer needed for current
agenda, minutes of meetings and recommendations reference, transfer to Records Center.
of the Board along with DCI approval for process-
ing of personnel action. Filed numerically by
meeting number., Materiel is of historical value
- Board no longer in existence.
(1955 - 1961)
b. Supergrade case files contain approvals 3.0 Permanent. When no longer needed for current
and supporting data for all supergrade actions. reference, transfer to Records Center.
Filed chronologically. These files are a continuar
tion of “"a" above.
(1962 - )
5. SP DESIGNEE FILES
Consists of case files on employees with SP 7.0 Temporary. Destroy upon separation of employe%
career service designation as well as individuals or forward to gaining career service.
assigned to Office of Personnel. These files con-
tain copiles of personnel actions, career develop-
ment plans for the individual, biographic profiles
training requests and records, fitness reports,
commendations and special awards, recommendation
of SP Career Service Board and miscellaneous cor-
respondence. (Copies of pertinent papers are
placed in Official Persennel Folder.)
6. BUDGET AND EXPENDITURE FILES
a. Contains copies of operating budgets, 2,0 Temporary. Maintain material for current year
program calls, narrative and statistical statement as well as two previous years in immediate
of requirements and related work papers used in work area. At end of fiscal year, destroy
preparation of Office of Personnel budget, material of the oldest fiscal year.
including reports from OP offices.
A 20058/11/21. - ClA-BDP78.00437 0004003000848

FORM NO. |39a USE PREVIOUS
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1TEM NO.|

Y FJLES IDENTIFICATION

VOLUME

DISPOSITION INSTRUCTIONS

Te

8.

9.

‘ APProv & 2005/11721T: CIA
b. Included in this file are copies of
overseas medical claims, recruiter travel orders
and vouchers, as well as travel orders and any
cancellations concerning invitee travel. Filed

by fiscal year ?ngé financial analysis number.
1967 -

¢. Machine listings of liquidated and un-
1iquated obligations.
(1967 - )

RECRUITER INVENTORY FILE

Consists of accountabllity records for all
Agency recruiters. File includes information re-
garding all items charged to the individual.
Filed alphabetically.

e (Current)

SPECIAL INTEREST CARD FILE

Consists of 3x5 card file on all individuals
applying for Agency employment vwho are of special
interest, i.e., individuals who hsve been referred|
to the Agency by Congressmen, White House, or
other high Government echelon.

OFFICIAL PERSONBEL FOLDERS

a. On all GS-18 personnel

b. On all Office of Personnel division and
staff chiefs as well as members of the staff of
the Office of the Director of Personnel.

¢. On employees whose files are being re-
viewed for various reasons.

o

RDP78-00487A0001003
5 Tempo

105

3

3

10.0

2.0

1.0

[T WPV

Annroved Ear Bolease-2005/4H24
24—+

rary.ooﬁgli&ain meterial for current
year as well as two previous years in immediate
vork srea. At end of fiscel year, destroy
material of the oldest fiscal year.

Temporary. Maintain listings of current year
as well as two previous years in irmmediate
work area. At end of fiscal year, destroy
meterial of the oldest fiscal year.

Temporary. Destroy upon final clearance and
separation of employee.

Temporary. Destroy when no longer needed.

Temporary. One year after termination of
employment forward to OP/File Room for
disposition.

Temporary. Woen no longer in category as
described, forward to OP/File Room for
disposition.

Temporary. When no longer needed, return to
OP/File Room.

FORM NO. ‘393 USE PREVIOUS
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ITEM No.[ . FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100300001-9
10. | EMPLOYEE LOCATOR FILE . -

Consists of Forms 642, Personnel Pmergency | 2 Temporary. Upon trensfer or separation of
and Locator Record, used as an employee locator employee forward to gaining office or CD/SRB
on OP personnel only. Card contains employee as appropriate.
name, address, telephone, etec. along with pertinent
data on emergency addressee. Arranged alpha.

(Current)

TOP SECRET FILE
8 Top Secret documents. Temporary. Destroy when obsolete.

b. Consists of cards recording receipt and Temporary. Destroy ten years after document
dispatch of TS material. Filed by TS number. 1s downgraded, destroyed or sent outside
control point.

REFERENCE MATERIAL

a. Consists of Federal Personnel Manual, Temporary. When no longer needed for
Foreign Affairs Manual, Studies in Intelligence reference purposes, dispose of as appropriate.
and miscellaneous publications from other Federal
agencies as well as periodicals, books and other
material concerned with personnel management and
administration.

b. Consists of Agency regulatory issuances, Temporary. Destroy when revised, obsolete,
OFMs, support and OTR bulletins, supply catalogs, or no longer needed.
and other material maintained for background and
reference.

¢, Tables of organization and other machine Temporary. Destroy when obsolete or no
listings used for reference purposes. longer needed.

d. Log books reflecting receipt and dispatch Temporary. Destroy when one year old.
of all mail, including hegrriage to alien cases.
Also included is record of Executive and DD/S
Registry control numbers.

98.9
APFROVED 12 s (96
’ ’ — 'V,A Date T
Approved For Release 2005/11/21 ; CIA-H DP7a-nq4Ef§&Q_&{&&wisﬁrati°n officer. .~
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10 February 1969

MEMORANDUM FOR: CIA Records Administration Officer

SUBJECT . Records Control Schedule 40-69 for Special
Activities Staff, Office of Personnel

RESCINDS . Records Control Schedule 40-64 dtd 5 Nov 6k
for SAS/OP

1. Attached hereto is a revised Records Control Schedule for
the Special Activities Staff, Office of Personnel.

2. This schedule was rewritten in order to make modifications
where necessary and to establish definite retention periods for
all items. You will note that item 4 is now being held for a
period of only five years. Recently, Chief, SAS/OP completed re-
viewing all case files dating prior to 1963. This amounted to six-
teen feet. It was deemed necessary to return only two feet of
this material to the Records Center.

3. Early approval of this schedule would be apprecisted.

STA

RAO/OP
Attachment:
RCS 40-69 for
SAS/OP L

APPROVED; 522?222;;24;52;;27

Date

CIA Records Administration Officer

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100300001-9
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CONCURRENCE

OFFICE, DIVISION, BRANCH S

Office of Personnel, Special Activities Staff ]

T

Chief, SAS/OP

ITEM FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)

1. | STAFF SUBJECT FILES

Consists of correspondence, memorands, re- 5.5 Temporary. Secreen periodically aend destroy
ports, staff studies and copies of policy direc- material no longer needed. Retain remainder
tives concerning Agency edministration of in immediate work area.
disciplinary and suitability cases, including
cases involving adverse effect on employee's
status or pay such as separations and early return
from overseas tour as well as material on the
permissible political activities of Agency em-
ployees. Also included in this file is policy
material relating to "701" exercise.

(1959 - )
2e BOARD AND PANEL FILES

Consists of official minutes of meetings,
agenda, background data, reports and supporting
papers documenting the activities and recommended
action for each case considered.

a. Personnel Evaluation Board (formerly ) Permanent. When nc longer needed for current

known as Agency Disposition Board). Arranged reference, retire to Records Center.
numerically by meeting number.
(1953 - )

b. Applicant Review Panel (formerly the .8 Temporary. Destroy when no longer needed.
Medical-Security-Personnel Review Panel). Con- Pertinent data recorded on item 6.
sists of agenda and related L;aterial. Filed chrono}
(1953 -

c. Overseas Candidate Review Panel. Consists .3 Temporary. Destroy when no longer needed.

of agenda. Filed chronologically. Pertinent data recorded on item 5b.
(1965 - )
Approved For Release 2005/11/21 : CIA-RDP78-00487A000100300001-9
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FILES IDENTIFICATION

vho have been deferred or rejected from status as
career employees.

- )

FORM NO. ‘395 USE PREVIOUS

1 JAN 56
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ITEM NO. VOLUME DISPOSITION INSTRUCT IONS
Approved For Release 2005/11/21 : CIA;RDP78-00487A000100300001-9
d. Selection Board, Employment Review Permenent. Retaln at Records Center.
Board and Special Employment Board. Arranged
numerically by meeting number. This material
is of historical value - Boards are no longer
in existence.
(1954 - 1960)
3. | SENSITIVE MATERIAL FILE
e. Consists of sensitive material on cer- 9.0 Temporary. Screen periodically. Upon ac-
tain Agency personnel maintained in sealed en- cumulation of one foot of materiel no longer
velopes. This material is retained at direction needed for current reference transfer to
of the Office of the Director of Central Intel- Records Center and hold for ten years. At
ligence and is made available only to certain the end of this time, return to originator
senior Agency officials. for further disposition.
b. Consists of 3x5 card file used as cross 2 Temporary. Deétroy when no longer needed.
reference. Card contains name of employee only.
L. | EMPLOYEE CASE FILES
a. Consists of case files on problem cases 11.5 Temporary. Upon completion of case, forward
containing correspondence, reports and other - appropriate papers to OP File Room for inclu-
papers pertaining to the handling of each case. sion in official personnel folder. Sensitive
Filed alphabetically. material will be retained in immediate work
(1968 - ) area six months and then transferred to
Records Center. When five years old the
material will be returned to originastor for
further disposition.
b. These files are on all employees affected| 4.0 Temporary. Retain in immediate work area
by the TOL exercise of 1962. Filed alphabetically| until no longer needed for current reference.
Then retire to Records Center and hold for
five years. At the end of this period return
to originator for further disposition.
c. Materisl relating to those individuals 5 Temporary. Destroy when no longer needed.

.RDP78.00487A000100300001.9

(41)




.- ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
I § Approved For Release 2005/11/21 : CIA- RDP78-00487A000100300001-9

d. Consists of 3x5 cards listing name of R Temporary. Destroy when no longer needed.
employee, type of problem involved, recommended
solution, and final action taken. Card also in-
cludes job number under which case file has been
sent to Records Center. This file serves as cross
reference to 4a.

5. | OVERSEAS CANDIDATES

a. Consists of copies of Form 259a, Request 5 Temporary. Destroy six months after approval
for PCS Overseas Evaluation, on all overseas or rejection.
candidates.
‘ (Current)
b. Consists of 3x5 cards om individuals be- .1 Temporary. Destroy when no longer needed.

ing reviewed by the Overseas Candidate Review
Panel. Included on card is pertinent informstion
from other support offices regarding the individual
as well as the Panel's recommendation and final
disposition.

6. | APPLICANT CARD FILE

This 3x5 card file contains neme of applicent A Temporary. Destroy when no longer needed.
and summary of background information as well as
Panel decision.

T. | REFERENCE MATERIAL

. Consists of Agency regulatory issuances, 2.0 Temporary. Destroy when superseded, obsolete,
Federal Personnel Manual, handbooks, certain or no longer needed.
machine listings, and other material used as
reference. -
S|T.
35.7

APPROVED 7] %2 /9
Date

'IA Records Administration Officer

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100300001-9
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2 May 1969

MEMORANDUM FOR: CIA Records Administration Officer

SUBJECT : Records Control Schedule 40-69 for DD/Pers. for
Special Progrems
Records Control Schedule 40-69 for C/BSD/OP

RESCINDS : RCS 40-64 for C/BSD/OP
RCS 40-64 for OD/Pers., Item 6 only

1. Attached hereto are Records Control Schedules 40-69 for
the newly established office of the Deputy Director of Personnel
for Special Programs as well as the office of the Chief, Benefits
and Services Division/Office of Personnel.

2. Please note concurrence by Audit Staff on both of the
above,

3. Your early approval 1s requested.

RAO/OP
Attachments:
RCS 40-69 for DD/Pers. for SP
RCS 40-69 for C/BSD/OP

00’13

APPROVED ;

LIA Records Administralioll UITi

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100300001-9




SCHEDULE NO.

1.

2.

CREDIT UNION BOARD OF DIRECTORS MINUTES

Consists of official minutes of meetings of
Credit Union Board of Directors which are held
monthly. Also included in file are minutes of
annual meeting held each January.

(1961 - )

PUBLIC SERVICE AID SOCIETY

a. Consists of Articles of Incorporation,
By-Laws, policy directives, special studies and
reports, end publicity items accumulated in the
establishment and administration of the Publie
Service Aid Society. Also included in this file
are minutes of meetings.

b. Financial records connected with the
Public Service Aid Society. (Fund-raising
meterial - see Item Tb, OC/BSD)

c. Case files contain Form A-l, PSAS Request
for Assistance, correspondence pertaining to the
handling of the request, including the final dis-
position of the case.

d. 3x5 card file containing pertinent in-
formetion regarding individuals applying for as-
sistance from the Public Service Ald Society.
Card contains name, grade, office of assignment,
nature of request, etec.

2.0

1.0

1.0

3.5

.1

Rgmgpwﬂﬁm’LRgamEEOSIﬂlﬂ : CIA-RDP78-00 87 A0DEP0300001-9
,,,,, < FONCIRRENCES
OFFICE, DIVISION, BRANCH 5| 2
Deputy Director of Persomnel for Special Programs TITLE 17 RPR 1953
DD/Pers. for SP
ITEM" FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (cuBIC FT.)

Permanent. Material older than two years
will be transferred to Records Center upon
accumulation of one foot.

Permanent. Screen periodically and destroy
valueless papers. Retain in immediate work
area until no longer needed for current
reference; then retire to Records Center.

Temporary. Cut off annually. Retire to
Records Center after audit and clearance.
Destroy when ten years old.

Temporary. When case is closed, transfer to

inactive file. Retain in office area.
Destroy when ten years old.

Temporary. Destroy when no longer needed.

e

i -

Approved For Release 2005/11/21 : CIA-IJD_E‘L&;QQA&IAMM 00300001-9
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. PITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
i 0 Approved For Release 2005/11/21 : CIA-RDP78-00487A000100300001-9 .
3. EDUCATIONAL ATID FURD .

a. Consists of records concerning the 1.8 Permanent. When no longer needed for current
establishment and administration of the Educa- reference transfer to Records Center.
tional Aid Fund. Included in this file are
records of donors, reports, correspondence &as
well as minutes of meetings.

b. Consists of financial records relating 1.0 Temporary. Cut off amnually. Retire to
to Educational Aid Fund., (Fund-raising material Records Center after audit and clearance.

- see Item Tb, OC/BSD). Destroy when ten years old.

¢. Consists of files on individuals who 1.8 Temporary. Cut off annually. Retain in im-
have applied and been successful in obtaining mediste work area. Destroy when five years
grants. old.

(1964 - )

d. Consists of files on individuals who 1.0 Temporary. Cut off annually. Retain in im-
have applied and been unsuccessful in obtaining mediate work area. Destroy when five years
grants. old.

(1964 - )
e. Log book on applicants for EAF 2 Temporary. Destroy when no longer needed for
reference,
b, GEHA INVESTMENT COMMITTEE
File contains policy and operating papers, 1%.9 Permanent. Retain in immediate work area.
including minutes of meetings of the Committee.
CONCUR IN DISPOSITION INSTRUCTIONS - ITEMS 2b and 3b
APPROVED,
}ry|  CHIEF, AUD i
CTA R
13.9
_Approved For Release 2005/11/21 - CIA-RDP72-00427 4000100300004
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171 i SCHEDULE NO.
' | - : REC&P{% O(Y&?'I‘EB[ Fﬁﬁiﬁﬁﬁoosm 1/21: CIA-RDP78-00‘48¥HBG@°I-00&66W—-9—~—‘—
OFFICE., DIVISION, BRANCH S
. R 1963
P office of Personnel, Office of Chief, Benefits & Services -]
Division Chief, BSD/OP
o (TITLE, DESCRIPT';(llll\fSARIR[;EIT?;&IMEA:T(‘:,ABI‘V%NINCLUSIVE DATES) (C\l/l(l)il;gMI‘gT- ) DISPOSITION INSTRUCTI ONS

DIVISION SUBJECT FILES

a. Consists of correspondence and reports 4.8 Peymanent. Screen periodically. Retain

as well as policy pepers and procedures dealing meterial in immediate work area until no

- with 1ife and health insurance programs and longer needed for current reference; then
certain incidental insurance coverages for Agency retire to Records Center.

personnel, including master insurance policies.
Also included are policy and procedure meterials
for missing person cases and special fund raising
campaigns such as the JFK Library as well as mat-
ters relating to the Employee Activity Association
Filed slphabetically by subject.

b. Consists of routine administrative mat- 4,0 Temporary. Cut off annually. Destroy when
ters such as requests for administrative services, two years old.
training requests, dispatch and general chrono
files,

(1962 - )

SPECIAL CASE FILES

‘ consis'ts' of correspondence and miscellaneous 5 Temporary. Upon completion of case, place in
material involving claims and other matters of a inactive file and hold in immediate work area
sensitive nature which are handled by Chief, BSD. until no longer needed; then destroy.

MISSING PERSCNS FILE .

Temporary. Retain in immediate work area

Consists of press clippings, sllotment files 5.3
until no longer needed; then destroy.

and case files on Agency personnel presently
categorized as "missing."

4. | TEATH AND DISABILITY STANDARDS - PROPRIETARY

Consistw of background materisl and informa- 1. 51@;;- ’—Tenfporary. Destroy material no longer needed.

tion on the de ent, gnd dopleme of Wil
VAR LTBRELPRL9" ciaRDP76-06487A000 100300009
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£ ‘ death and disability standards and casualty
planning for Agency personnel engaged in
hazardous or sensitive undertakings. Files
meintained in three separate areas: Casualty
Planning, Casualty Annexes, and Insurance
Proprietary.

5. EMPLOYEE ACTIVITY ASSOCIATION FILES

a. Consists of separate files maintained 8.0 Temporary. Screen periodically. Destroy
on all club and other activities as well as material no longer needed.
correspondence with all companies from whom
& merchandise is purchased for sale in the EAA
store. Also included in this file are trophy

presentations, exhibits, material relating to
the physical fitness room, cover relating to
members of the Association and newsletters and
notices published regarding EAA activities.

v b. Coneists of financial records dealing 6.0 Temporary. Destroy upon completion of audit.
with transactions undertaken by the EAA such as
sale of tickets to sporting events, theater, etc.
Included in this file are monthly vouchers and
balance sheets, ticket receipts as well as can-
celled checks, ledgers, and auwdit reports.

. c. 5x8 card file, Membership Application, .8 Temporary. Destroy upon completion of audit
for every member of Association. Retained alpha if membership has expired.
‘ by month. _
d. Wheeldex file on all members of Associa- R Temporary. Destroy when membership expires.

tion includes name of employee and date that
membership expires.

e. Inventory Control, 5x8 card, used to i R Temporary. Destroy when replaced by new card
maintain stock level of all items sold st EAA provided card has been audited.
store.

6. PUBLIC SERVICE AWARDS FILE

Consists of correspondence and background | 2.0 Temporary. Screen periodically. Destroy
material concerning nominations for public service material no longer needed for future reference
Approved For Release 2005/11/21 : CIA-RDP78-00487A000100300001-9
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awards. Nominations are submitted by Director

of Central Intelligence to non-Government
orgenizations which sponsor programs to award
individuals for outstanding public service.

FUND-RAISING CAMPAIGN MATERIAL

a. General correspondence, reports, and
background information with regerd to fund-
raising cempaigns.

b.
control collections of monies for fund-raising
campaigns, primarily the Combined Federal
Campaign, Public Serviee Aid Society, and
Educationsl Aid Fund, Included are pledge cerds,
receipts, designation slips, Journals and ledgersd

Consists of financlal records used to

REFERENCE MATERTAL
cénsistxa of Federal Personnel Manual, cer-

tain machine listings, Agency regulatory issuances
guides, and other material used for reference.

CONCUR IN DISPOSITION INSTRUCTIONS - ITEMS 5b, 5¢

(% *CHIEF, AUDIT STAFF

*% Concurred on basis that records will be 1

audit have been cleared. Concurrence is
or legal requirements that may exist

RDP78-004

105

59.3
, 5e and

4

'etaineq
not int
wi
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Temporary.

Screen periodically. Destroy

material no longer needed for reference

purposes.
Temporary.

Temporary.

Destroy upon completion of audit.

Destroy when superseded, obsolete,

or no longer needed.

™
LPPROVED 3

CIA ReUOTAS Adminlstratlon OfFlcer

until after exceptions taken on
ended to cover any adminigstrative

th respect to retention o

RDP78-004

records.
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9 May 1969

MEMORANDUM FOR: CIA Records Administration Officer

SUBJECT : Revised Records Control Schedule 40-69 for
OP/BSD/Personal Affairs Branch

RESCINDS : Records Control Schedule 40-64 dtd 24 Mer 64

1. Attached hereto is Records Control Schedule 40-69 for
OP/BSD/Personal Affeirs Branch.

2. This schedule was rewritten in order to reflect definite
disposition instructions for all items and to change the disposi-
tion instruction for item 2a, Death case files. Pertinent data
will now be forwarded for inclusion in the employee's Official
Personnel Folder upon settlement of case.

3. Your early approval would be appreciated.

Attachment:
RCS 40-69 for
OP/BSD/PAB

i— Y Moy 267

Daté

CIA RedoTds Administration Officer
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17 May 1973 « called Federal Employees
Compensation

Jim Jones 382-1284 to inquire
about employee compensation cases,

(in 1968[::::::::::]oontacted Labor BEC

‘to diseuss retention periods for
compensation case files, at that time
there was no retention period established)

On 17 May 1973 - Mr. Jones said that

Employee compensation cases are being
retai ned permanently but that GSA and
BEC have been studying these files
for several years with the intention
of establishing a definite retention
perfod for these files,

Currently Fed Empl Comp maintains
all cases for five years before
retiring to the Fed Records Center,
Those cases having "no time lost" from
work after injury are microfilmed at
the end of five years - the files
destroyed, and a copy of the microfilm
sent to the Records Center with a
copy of the film retained for reference
within the office.

All other cases are retired, as is,
after 5 years. Except CIA cases which
are returned to the Agency in 3 years.
Our O/Personnel retires those case files
to the our Records Center,

FEC maintains a ma;afg index on (1916-66)
microfilm, As of now/up thru 1966 ax
is on film, From Jul 1966 index is on
3x5 cards but FEC hopes shortly to film
up thru 1972,

ed For Release 2005/11/21 : CIA-RDP78-0%OOOO1-9
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) ! - CONCURRENCE
i OFFICE. DIVISION, »BRANCH si1qg S.I_
Office of Personnel, BSD/Personsl Affairs Branch — SATE
Chief, PAB/BSD/OP R gy 1969
IJOEM (TITLE, DESCRXPTEO”I;,ESAR'R%%H;\:TI‘:,AE}V?)NINCLUSIVE DATES) (C\lllgkgMIET.) DISPOSITION INSTRUCTIONS
1. EBRANCH SUBJECT FILES
a. Consists of correspondence as well as 5.0 Temporary. Screen periodically and destroy
policy and procedures dealing with Federal material no longer needed for current
Employee Compensation Act, Federal Employees reference.,
Group Life Insurance, employee and dependent
overseas hospitalization program, and welfare
assistance.
b. Consists of routine administrative-type 3.0 Temporary. Cut off anmually. Destroy vhen
files such as requests for advanced sick leave, two years old.
blood donations, vouchered payroll receipts,
savings bond material as well as chrono files.
2. CASUALTY FILES
. a. Consists of death case files containing 1.5 Temporary. Death case files dating prior to
papers vwhich document the processing of claims 1967 should remain at Records Center and be
for the estate or beneficilary or deceased destroyed when sixty years old. Files relating
employees. Types of documents included are to death cases after 1966 will be screened and
copies of Certificate of Death, Application for duplicate or valueless papers destroyJupon
Death Benefits, Form 901, Report of Death, and final settlement. Pertinent documents will be
other related correspondence., Filed alpha. forwarded to OP File Room for inelusion in
(1967 - ) Official Personnel Folder.
b. Employee Emergency File consists of 1.0 Temporary. Screen periodically. Destroy when
Form 90la and other material, including follow-up no longer needed.
information, relating to Agency employees. Filed
alphabetically.
3. COMPENSATION AND CLAIMS FILES
‘a. Consists of case files maintained on 15.3 Temporary. Upon completion of case place in
employees and their dependents who have filed ingetive file. Hold & minimum of six months
Approved For Release 2005/11/21 : CIA-RDP78-00487A000100300001-9
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- 1 ' Approved For Release 2005/11/21 :: CIA\RDP78-00487A000100300001-9 :
- ; claims for compensation. File contains bills apd | - and retire to Records Center. Destroy sixty
receipts as well as reports and correspondence years after deposit.
which document; each claim and are used by the
Branch to process claims, Filid alphabetically.

- (1968 -

b. These files consists of BEC claims held Temporary. From time to time files will be
at the Dept. of Labor. Cases generally cover sent to Agency for forwarding to Records
claims for compensation or medical treatment of " | Center. Material will be held at Records
Agency employees which may have a security impli- Center for sixty years and returned through
cation. Cases handled through this channel are PAB to Records Custodian, BEC, Dept. of Labor,
assigned to C/PAB on a sensitive basis. File nmay for destruction.
contain information not found in Agency eompensa-

‘ tion claim file.

c. Consists of correspondence in connection .8 | Temporary. Destroy when two years old.
with overseas hospitalization claims which are
returned to employee for processing with Dept. of
State. Also included are claims referred directly
‘to IB/BSD/OP.

d. Material received relating to possible «5 | Temporary. Destroy when one year old.
medical claims.

b, | REPORT OF SEPARATION FILE

a. Consists of Form 97la, Report of Separa- 2.5 | Temporary. Cut off annually. Hold in office
tion Work Sheet, used to record information on all two years and retire to Records Center.
. staff employee resignees. ) Destroy when five years old.
(1966 - ' o
‘ b. Consists of work sheets completed on 5 | Temporary. Cut off ennually. Hold in office
GS-12 and above. two years and retire to Records Center.
(1966 - ) Destroy when five years old.
c¢. Monthly GS-12 and above reports forwarded .8 | Temporary. Destroy vhen ten years old.
to DCI.

Approved For Release 2005/11/21 ; CIAIRDP78-00487A000100300001-9
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Te

Approved For Release 2005/11/21 : CIA-
NOTICE OF INJURY OR ILLNESS FILE - CA-1

Consists of copies of Form CA-1 or CA-1 dis-
patches. ‘This form is completed by individuel as
a record of injury or illness and contains in-
formation such as date of injury or illness, cir-
cumstances and nature of incident. Filed alpha.

(1967 -
COUNSELING FILE

Consists of Form 1711, Personnel Interview
Record, which is prepared to record employee
problems such as Job dissatisfaction, financial
difficulties, marital problems and grievances as
well as advice given and action taken. Filed
alphabetically.

CARD FILE

a. 3x5 card used to record receipt and dis-
patch of correspondence on individuals relating
to claims, group life insurance, unpaid salary
compensation, advanced sick leave, etec.

b. 3x5 card file showing dates of blaod
donation and includes blood type in insteances
vhere the employee has a rare type blood. File
used in filling special requests and indicates
frequency of donation by individual.

c. 3x5 card (form 2782, Exit Processing
Control) on all resignees, military leave cases,
and individuals going on LWOP., Card used as
reference on status of each case. Filed alpha.

d. 3x5 card on FEGLI waivers. Card containg
employee's name, date of birth, and date insurance
was waived.

1.5

2.2

2.0

.)+

.1

Approved For Release 2005/11/21 : CIA-
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Pemporary. Cut off annually. Upon aecumula-
tion of one foot retire to Records Center.
Hold for sixty years and destroy.

Temporary. When action completed, place in
inactive file. Destroy when five years old.

Temporary.
for future

Destroy card when no longer needed
reference.

Temporary. Destroy upon resignation of

employee.
Destroy when two years old.

Temporary.

Temporary. Destroy when no longer needed.

RDP78-004

187A000100300001-9
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PERSONAL PAPERS FILE S

Consists of data and records of a personal 2.0 Temporary. Return to employee upon his trans-
and financial nature belonging to Agency employees fer to Headquarters area.
vho are presently serving overseas.

OFFICIAL PERSONNEL FOLDERS

Consists of folders on employees who are re- Temporary. Return to File Room when action
celving assistance from PAB. 1s completed.

REFERENCE MATERIAL
Consists of copies of BEC decisions, regula- Temporary. Destroy when superseded, obsolete,

tory issuances, machine listings, and other or no longer needed.
material used for reference purposes.

APPROVED 2

ath -

CIA ReTords Administration Officer .-~

Apprmced-EnLEeleas&mnﬁuJiﬂ_'.ClA.BDElﬂ;ﬂ.QL87A000100300001-9
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9 April 1969

MEMORANDUM FOR: CIA Records Administration Officer

SUBJECT : Revised Records Control Schedule 40-69 for
OP/BSD, Insurance Branch

RESCINDS : Records Control Schedule 40-64 dtd 1 Sept 6L
also Item 4 revised 26 Oct 67

1. Attached hereto is Records Control Schedule 40-69 for
OP/BSD, Insurance Branch. Items have been updated and modifica-
tions made vhere necessary.

2., It is requested that this schedule be substituted for
the one presently in effect.

RAO/OP
Attachment:
RCS 40-69 for
OP/BSD/IB

APPROVED:j R /%”? /7{¢

CIA Re Datd

ords Administration Officer

-

%)“ Ela. yaes- Lpeeif W MW%ZHO

e b{ W Donnen Clapines
aTp - £ sofhe 1770
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SCHEDULE NO.
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03000019
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p

CONCIRRENCE

.

OFFICE, ‘DIVISION, BRANCH |

office of Persornel, ESD/Insurance Branch

s

-

TITLE

Chief, IB/BSD/OP

FILES IDENTIFICATION
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES)

BRAXCH SUBJECT FILES

‘a. Consists of master contracts and related
material, correspondence, and reports accumulated
in the administration of a wide range of Agency-
sponsored progrems of insurance.

b. Comneists of program calls, dispateh
chrono f£iles, requests for administrative services
and other matters of & routine nature.

GEHA FIIE

Consists of official minutes, agends, reports
end similar material related to meetings of the
Board of Directors for the Government Employees
Health Associstion, Inc. File also contains
Charter and By-laws. Filed chromno.

(1952 -

DEATH EENEFITS AND CLAIMS FILE

" Gonsists of acknovledgments of payment as
result of claime for deceased employees and
dependents. Filed chrono.

INSURANCE PROGRAM - MASTER PILE ¥
a. Consists of original application, enroll-
ment cards, carrier copies of SF 2809, and copies
of certificates of imsurance prepared for employee
who are members of sny of the insurance progrems
except Air Trip and Militery Air Trip in vhich the
Agency participates (see item 5). Employing offic
copies of SF 2§09, He f£it Registration

FORM NO. .39 :::T:::;.luus

JAN 56

5.0

VOLUME
(cuBrc FT.)

DISPOSITION INSTRUCTIONS

femporary. Screen p'eriédi.cally. Destroy
material no longer needed. Retain remainder
in current files area.

Pemporary. Cut off anpually. Hold two years
and destroy.

Permanent. When no longer needed for curreant
reference retire to Records Center.

TPemporary. ‘Disposal not authorized. Retain
in immediate work area.

Temporary. 1f employee retires hold material

wvork erea until death of last
annuitant. If employee separates from the
Agency, place in inactive file and after
completion of audit of current calendar year
stransfer to Records Center. Hold four years
and destroy.

in immediate

7A000T00300001-9




- ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
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form, are in the official persomnel folders.
Filed alphabetically.

b. Correspondence incident to insurance Temporary. Destroy five years after settlemeny
claims, records of settlement, and other material of claim. After settlement hold in immediate
documenting the activity of the policyholder. work area until end of following calendar year.
Filed slphabetically. Then transfer to Records Center. Hold four

(1967 - ) years and destroy.
5. | AIR FLIGHT FII.E

Consists of Aviation Ticket Accident policies %.0 | Temporary. Cut off annually. Upon completion
issued by GEHA for Air Trip and Military Air Trip of audit, transfer to Records Center. Hold
policies underwritten by Mutual Benefit Health and for three years and destroy.

Accldent Association for employee coverage during
air flight. Filed by certificate number by year.
(196% - )
6. | INSURANCE CERTIFICATE NUMBER REGISTERS

Consists of individual registers for each .8 | Temporary. Destroy when no longer needed.
plan of insurance used to assign certificate
numbers to participating members of the various
insurance progrems. Registers contain name of
employee, number assigned in numerical order,
effective date, and emount of premium. Certificate
numbers are used in dealing with underwriters in
lieu of names.

T. | PREMIUM COLLECTION AND DISBURSEMENT FILES

Consists of vouchers and other supporting 6.0 | Temporary. Cut off annually. Upon completion
papers prepaeed to reflect a complete accounting of audit, transfer to Records Center. Hold
of all funds collected and disbursed by Branch four years and destroy. Destroy machine list-
except claims paid for health insurance. Types ings when one year old.
of vouchers include those prepared for daily cash
collections from the cashier, machine listings
reflecting total payroll deductions, payments to
the underwriters and other miscellasneous expendi-
tures. Filed chronologically.

(1968 -
Approved For Release 2005/11/21 : CIA.RDP78-00487A000100300001-9
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This fil.z contains passbooks, deposits and 1.0 Temporary. Destroy when no longer needed.
correspondence relating to accounts. These ac-
counts are established as a result of the annmual
return of premiums from underwriters for UBLIC,
Contract Life, and the various travel plans.

Also, GEHA funds. Policy and operating papers of
GEHA Investment Committee are in office or
DD/Personnel for Speciel Programs.

9. PREMIUM POSTING CARD FILES . . . U .
: Consists of premium posting cards for each +2 | Temporary. Upon cancellation of account,
subscriber insured under Income Replacement and/or transfer to item lba.

Flight and Accident Plan. The cmrds are used to
record all insurance premium payments received and
all payments paid to Underwriters for these plans.
Card contains nesme, account number, class, type
of plan, effactive date of coverags, certificate
number, ete. Arranged dy account number.

10. NAME CARD FIIE . . . . .
Consists of wheeldex cards vhich contain 1.4 Temporary. Déstroy when no longer needed for

name and account number for each person partici- reference purposes.
pating in one or more i.nsnramepmsrams. Filed .
alphebetically. ;
1. | CLAIMS REIMBURSEMENT FILE = _ X _ - . ) .
‘ """ Consists of copies of letters retwrned from 1.0 Temporary. Cut off end of each year. Destroy
Mutual Benefit Health and Accident Assoeiation one year after audit.

reflecting the reimbursement made by them on -
claims paid by the branch. These letters con-
tain policy rumber, IB voueher number, and amcunt
of reimbursement.

: (1960 - )
12. | BANK STATEMENT PILE ' } , . S
Consists of bank statements and cancelled N Temporary. Cut off ammually. Upon completion
checks returned from bank reflecting deposits of audit and clearance, transfer to Records
and expenditures of funds. Cancelled checks Center. Hold for four years and destroy.
Anorov : - - ZA000100300001-9
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Approved For Release 2005/11/21 : CIA-

represent receipt for payment of claims, premium
payments to xmc(lé;griters, ete. Chronologically.
1968 -

JOURNALS AND LEIGER FILES

Consists of Journals, general ledger, and
balence sheets maintained as accounting records
for the receipt and disbursement of funds for
the insursnce program. General ledger contains
debit and credit entries taken from journals.
Journals consists of daily entries of money dis-
bursed on claims, all ecollections and expendi-
tures such as dally cash collections, payment
to underwriter, reimbursement from underwriter,
refunds, adjustments, payroll deductions, ete.

(1966 )

ISSUANCE RECORD - HOSPITALIZATION CARD

Consists of exchanged hospitalization
‘4dentification cards. Filed alphabetically.

INSURANCE PREMIUM DEDUCTION NOTICE FILE

Consists of retained copies of form letters
authorizing payroll deductions for insurance
premium payments. Original copies of these let-
ters are forwerded to Office of Finance to have
premiums deducted from salary of employee. The
neme and amount of deduction is included in a
machine listing. Filed chrono.

IBM PAYMENT CARIS

These cards are used for individuals
presently on overseas assignment who do not have
payroll deductions and forward payments by
dispateh.

RDP78-00
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Cut off annually. Upon completion|
Hold
Balance sheets
after audit. -

<

Temporary.
of audit, transfer to Records Center.
for eight years and destroy.
will be destroyed

s h.
N N )
RS RN o4

%

Temporary. Destroy when folder is marked.

Temporary. Destroy form letter upon verifica-
tion that payroll deduction has been made.

Temporsry. Forward to employee upon return
to Headquarters.

ZA0001003000804-9
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<+, |- 17. | ABSTRACT BSLIPS
o f These -3x5 slips contain name of employee, .1 Temporary. Hold six months and destroy.
account number, and subject of dispatch. Filed
chronologically.

18, | TRIAL BALANCE BOOKS

Prial balance books are prepaered and furnished 1.0 Temporary. Cut off annually. When no longer

on a monthly basis by OCS. Each book contains a needed for current reference, transfer to
listing by account number of all active policy- Records Center. Destroy when five years old.
holders (UBLIC, WAEPA, Contract Life) and reflect

the premium payments for the month as well as

their current premium payment stetus. Books also

reflect cancelled policies with refunds due.
Totals are balanced against the accounts in the
general ledger.

(1968 - )

19. | TRUE - PSEUDO ILENTITY FILE

These 3x5 cerds are used in checking identi- 2 Temporary. Destroy when no longer needed.
ties on claims and dispatches.

20. | EOD LISTS

This file consists of lists of EODs furnished 1.0 Temporary. Destroy when no longer needed for
weekly by EAB and IAS. Used for reference should current reference.
employee deny knowledge of SF 2809.
)

‘ (1960 -

21. | UNCOLLECTED FUNDS FILE

Consists of 3x5 cards prepared on employees PuR Temporary. Destroy card upon disposition of
whose checks were not acceptable by bank. Card case,
contains name of employee, date of check, amount,
reason for non-payment, ete. Filed alpha. by name}l

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100300001-9
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' CIA Records AdmTnistration UITIcer
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ITEM NO. FILES IDENTIFICATION VOLUME
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- | 22. | LOG BOOKS .
- Maintained on receipt and dispatch of dis- o5 Temporary. Destroy one year after audit and
patches as well as checks and cash received by clearance.
mail. :
23. | REFERENCE MATERIAL
Consists of Agency regulatory issuances, 5.6 Temporary. Destroy when revised, obsolete,
Cyclopedia of Insurance, Medical Dictionary, or no longer needed.
listings of approved hospitals, machine listings
and other material used for reference purposes.
488.8
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16 April 1969

MEMORANDUM FOR: CIA Records Administration Officer

SUBJECT : Revised Records Control Schedule 40-69 for
Incentive Awards Branch, BSD/OP

RESCINDS : Records Control Schedule 40-63 dtd 17 Dec 63
Revised page 2 dtd 21 May 65

1. Attached hereto is Records Control Schedule 40-69 for
the Incentive Awards Branch, BSD/OP. Items have been updated,
including the transfer of the handling of Foreign Gifts from
the Office of the Director of Personnel, and modifications made
in disposition instructions where necessary. '

2. It is requested that this schedule be substituted for
the one presently in effect.

RAC/OP
Attachment:
RCS 40-69 for
IAB/BSD/OP

KePROVED z7 W/

Date
CIA Revoras fdministration Officer -~ L
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& CONCHRRENCE
] OFFICE, DIVISION, BRANCH Si A\
Office of Personnel, BSD/Incentive Awards Branch h W/ >
Chief, IAB/BSD/OP / 7/- (4
|Jc$.M (TITLE, DESCRIPr;t;;;Fsuk%gagrcfugh‘mcwsxvs DATES) (ci',gié“;fr.) DISPOSITION INSTRUCTIONS
1. BRANCH SUBJECT FILES
&+ This file contains background and 5.8 Temporary. Screen periodically and destroy
guidance material relating to programs dealing material no longer needed. Retain in im-
with suggestion ewards, all types of honor and mediate work area for reference.
merit awards, certain types of service awards,
annual longevity award ceremony, and foreign
gifts and includes reports, correspondence, and
other material describing the activities of the
branch. Also in this file are matters relating
to the National Association of Suggestion Systems
and internal panel files of the Suggestion Awards
Committee,
b. These files are maintained to reflect 1.8 Temporary. Cut off annually. Destroy when
the administrative-type activities performed by three years old.
the branch and include such items as program
calls, requisitions, end certain recurring
reports,
~ 2. LONGEVITY PROGRAM
8. Consists of machine runs of individuals 1.0 Temporary. Hold in immediate work area
with 10-15-20 years Agency service. until no longer needed for current reference,
(1961 - ) Then forward to Records Center. Destroy
vhen thirty years old.
b. 10-15-20 year certificates awarded to Temporary. Hold until certificate is pre-
employees with that many years of service. sented to employee if individusl not under
cover. If under cover, certificate is held
in CSPS or in personnel office of employee's
~office -ofjassignment.
Eacintos t y..,qﬁg;i
i
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3. | SUGGESTION AWARDS FILES
a. Consists of the following types of case
files:
-l. Pending cases. Filed numerically. 1.8 Temporary. Place in appropriate file (ap-
proved or disapproved) vhen case is closed,

2. Approved cases. Filed alphabetically. 2.8 Temporary. Hold in immediate work area for

two years after close of case. Retire to
Records Center for an additional two years
and destroy. (GRS #1, Item 12)

‘ 3. Disapproved cases. Filed alpha. 2.5 Temporsry. Hold in immediate work area one
year after date of close. Then forward to
Records Center - hold one additional year and
destroy.

4, Clandestine Services Operstional 2.8 Temporary. Whether approved or disapproved
Cases. Filed alphabetically. hold in immediate work area two years after

: close of case. Then forward to Records Center

for an additional three years. At the end of
this time return to originator for further
disposition.

5. Cases involving significant intel- 5 Temporary. Whether spproved or disapproved
ligence, inventions, achievements, opera- hold in immediste work area five years after
tional suggestions other than covered in close of case. Then forward to Records Center

' 4 above, and research ideas. for an additional five years. At the end of
~ this time return to originator for further
disposition.
b. Consists of agenda and minutes of 1.5 Permanent. Hold in immediate work area for
meetings. at least three years and retire to Records
(1955 - ) Center.
c. Consists of ineligible suggestions main- 1.0 Temporary. Hold in office area two years and
tained by subject to check duplication. destroy.
d. Consists of register of control numbers .1 Temporary. Destroy when no longer needed for
assigned to each suggestion as well as log of ‘reference-purposes.
recipients of awards. Logs include name, office, Lo QL
division, grade, Apprevesl recBpiegsen200dé] 18Xk CIA-RDP78-00487A000100300001-9
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., HONOR AND MERIT RAM FILE

a. Consists of the following types of case
files:

1. Pending cases contein recommendation T.5 Temporary. Upon completion of HMAB action and
as well as correspondence and biographic ceremony, case is closed and file becomes part
data supporting the recommendation. of either 2 or 3 below.

2. Closed case files on employees who 1.0 Permanent. Retain in office area for one year
were allowed to retain medal and/or certifi- after close of case. Then retire to Records
cate upon presentation. Center.

3. Closed case files on employees not 4,0 Temporary. Retain in current files area until
allowed to retein medal/certificate upon award may be released to employee at which
presentation. Included in this file is not time case file will be disposed of in accord-
only correspondence but award itself. ance with 2 above.

b. Consists of honor and merit award 5 Temporary. Hold until presentation. If
certificates and medals not yet presented relat- individual is under cover, certificate/medal
ing to pending cases above. will be held in accordance with a3 above.

c. Consists of agenda and minutes of meet- 3 Permanent. When no longer needed for current
ings of the Honor and Merit Awards Board. reference forward_ to Records Center.

d. Register used to assign control numbers o1 Temporary. Destroy when no longer needed for
to recommendations for honor awards received by reference purposes.
office.

5. FOREIGN GIFT FILE

a. Consists of correspondence relating to .8 Temporary. Destroy when no longer needed.
each foreign gift, including acknowledgment, re-
quest for approval to retain and finsl action
taken. Filed chronologically.

b. This 3x5 card file is used to control 1 Temporary. Retain in immediate work area for
disposition of all foreign gifts presented to reference purposes. Destroy when no longer
Agency employees. It includes employee's name, needed. .
office of assigonment, description of gift, when
presented and by whom, and final disposition.

This card file is cross reference to "a" above. ) , :
Approved For Release 2005/11/21 ;. CIA-RDP78-00487A000100300001-9
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N 6. | REFERENCE MATERIAL
T™is file consists of posters, support 8.0 | Temporary. Destroy when obsolete, superseded,
bulletins, publicity and other material relating or no longer needed.

to branch programs. Also included are Agency
regulatory issuances maintained for reference
purposes.

k3.9

‘ I CONCUR IN THE DISPOSITION INSTRUCTIONS AS WITI‘I‘I'EN FOR ITEMS 1, 2, 4, and 5.

Executive Secretary
Honor and Merit Awards Board

APPROVED; ) %ﬁ{/éyé %

CIA Re Datg

OTdsS Administration Officer

Approved For Release 2005/11/21 ; CIA-RDP78-00487A000100300001-9
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15 May 1968

MEMORANDUM FOR: CIA Records Administration Officer

SUBJECT : Records Control Schedule 40-68 for Central
Processing Branch, BSD/OP

RESCINDS : Records Control Schedule 40-64 for OP/BSD/CPB
Records Control Schedule 34-60-M for OL/TD/PMB

1. Attached hereto 1s revised Records Control Schedule for the
Central Processing Branch, BSD/OP.

2. This schedule was rewritten in order to update the functions
of the branch to include those handled by the former Passenger Move-
ment Branch, Transportation Division/OL as well as to correct disposi-
tion instructions for certain items already reflected on the present
CPB schedule. Where possible authorized disposition has been made to
comply with General Records Schedule 9.

25X
3. Your early approval of this schedule will be appreciated.
RAO/OP
Attachment:
RCS 40-68 for
OP/BSD/CPB
25X

23 /4 '/}7
APPROVE Daté

VINCENL Je° Poe~
CIA Records Administration Officex

Approved For Release 2005/11/21 : CIA-RDP78-00487A00010030000’1::9
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OFFICE. DIVISION, BRANCH

Office of Personnel, Benefits and Services Division/Central | -
Processing Branch TTLE = ”
Chieg, OP/BSD/CPB 06 oipunt /S5
ITEM FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)

1. | ERARCH SUBJECT FILES

a. These filesrelate to all matters deeling 4.0 | Temporary. Screen periodiecally. Destroy

with shipment of household goods, cover, and tours| material no longer needed. Retain remainder
of duty as well as information on storasge eompaniesg. in immediate work area.

% Included in this file also are letters of instruc-
tion or authority, policies and procedures as set

1 forth

information on varlous stations and posts, and
other material which outlines not only travel pro-
cedures but personnel and financial processing as

well,
(Current)
b. Consists of weekly reports and other ad-~ 1.5 | Temporary. Cut off amnually. Destroy when
ministrative-type files dealing with routine mat- two years old.

ters such as equipment and supply, training,
security, and personnel.

(1966 - )
2. | BRANCH CASE FILES

‘ a. Consists of consolidated case files on 179.5 | Temporary. Destroy material older than four
all staff and non-staff employees being processed years. Should volume become such that it is
PCS or TDY for overseas officlel travel. File in- necessary to rétire material one year or older
cludes travel and finance operation records, trave to the Records Center, it should be held there

1 order, |shipping data, bills of lading, for three additional years and destroyed.

record of tramsportation, foreign duty data, clear-

ances, requests for passport and ID card, etc.
Filed alphabetically. .
(Current)

¢

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100300001-9 4
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N ITEM NO.| , FILES IDENTIFICATON N VOLUME DISPOS ITION INSTRUCT |ONS
3 N s
‘ b. Consist&RIFNEH FohRISE58.29936 /3]  CIA-RDPT8004 8%338;2230008;)6% true resignation of individua]
‘ Project AQUATONE personnel. File contains corres- assigned to projJect, destroy. If individaal
v pondence and documents dealing with travel of in- is terminated from project but remains an
dividuals assigned to project. Filed alpha. Agency employee material older than four years
(Current) will be destroyed.

3. | CHRONO FILES

&a. Consists of chrono file of Form 260, 2.8 Temporary. Cut off each fiscal year. Destroy
Reeord of Transportation, mainteined for conven- one year thereafter.
ience of reference.
(1966 - ) )
‘ b. Consists of extra copies of Form 540, 2.5 Temporary. Cut off each fiscal year. Destroy
Travel Order, maintained as a record of official one year thereafter.
25X1 travel for | kravel vy
fiscal year and alphabetically thereunder.
(1966 - )
1 .8 Temporary. Cut off each fiscal year. Destroy

one year thereafter.

4. | TRAVEL DOCUMENTS FILE

Consists of envelopes containing necessary 3.5 Temporary. Issue to employee upon departure oy
travel documents which will be given to employee official travel.
upon departure. File includes passports, tickets,

1 € ID cards] | Filed alpha.
‘ {Current)

5. | CREDENTIAL FILES 2

N
OUTOT

a. Consists of envelopes for every passport 28.8 Temporary. Returncexpired passports and thosé
and/or ID card obtained through CPB channels as of separated employees:j |
long as the particular credential remains valid.
The envelopes serve as a record of valid passports
and ID cards issued and also as a repository for
the credentials not in use. Filed alphabetically.

(Current)

Apnprov - - -
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1

1 Approved For Release 2005/11/21 : CIA-R PE%)OA’S&%%%L%?:OO%&QOﬂ ennually. Retein in cur-
rent files area for five years and destroy.

6. |CONTRACTOR CASE FILES

Files maintained by contractor and returned Temporary. From time to time returned from
upon completion of contracts, containing documents contractor. As received, retire to Records
pertaining to shipment and storage of household Center and destroy four years thereafter.

goods and private automobiles. Records contain ex-
port and transit certificetes and shipping docu-

. ments essential in determining proper freight
classification.
T. |CASH JOURNAL FILE
This file consists of wouchers supporting ac- +3 | Temporary. Cut off each fiscal year. Hold onel
countings for invitee travel. year and destroy.
(FY 67 - )
8. |TRANSPORTATION REQUEST FILE
Consists of SF-1169, United States of America .l | Temporary. Retain in immediate work area.
Transportation Request, including request for mili- Destroy when four years old.

tary personnel, maintained as a record of trans-
portation requests used. This is an accountable
form. Filedeehronologically.

(1960 - )
‘ 9. |CARD FILES
1 .6 | Temporary. Hold six months and destroy.
b. Consists of 5x8 eard, Form 1220b, Travel .5 | Temporary. Place in #2a upon completion of
Operations Record, meintained for control and’ processing.

follow-up purposes during various stages of over-
feas processing. Filed alphabetically.
(Current)

Approved For Release 2008/11/21 : CIA-RDP78-00487A000100300001-9
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c. PForm T05, Household Goods and Private . .6 | Temporary. Hold six months after delivery of
Adomobile Shipment and Storage Control Card, con- inbound and non-temporary storage lots; then
tains pertinent shipping information relasting to destroy.
disposition of traveller's effects.
10. | REGISTER FILE 5
a. All new cases showing neme, case number, Temporary. When four years old, destroy.
and destination.
1 b, ALl ] |pi1ls of Temporary. When four years old, destroy.
lading showing name, bill of lading number, whether
~ household effects or baggsge, destination, and date

11. | POST REPORTS FILE

Consists of reports, correspondence, pamphlets{, 10.0 | Temporary. Destroy when revised or no longer
and other information on conditions at overseas needed.

posts and stations. Used in briefing employees on
housing, clothing, health, transportation, and
othér conditicns at station. Filed alphabetically
by post. ’

12, | HANDOUT MATERIAL
Consists of "Information for PCS Returnees", 4,0 | Temporary. Destroy when revised.

"International. Insurance,"” and "When You Move" -

7 booklets given to individuals processing.

‘ 13. | REFERENCE MATERIAL

Consists of Agency regulatory issuences, air- 12.0 | Temporary. Destroy vwhen revised, superseded,

1 line, rail, and steamship guides, | or no longer needed except for machine listings
1 | |manuals and regulations, road which will be returned to OP/CD/SRB.

atlas, machine 1listings and other published mate-
rial used as reference in processing Agency
employees. .

255.0

Approved Eor Release 2005/11/21 - CIA:RNP78.004R7A000100300004-
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3 April 1969

MEMORANTUM FOR: CIA Records Administration Officer -

SUBJECT : Revised Schedule 40-69 for Contract Personnel
Division, Office of Pewsonnel

RESCINIS : Records Control Schedule %0-64 dtd 6 Januery 64

1. Attached hereto is Records Control Schedule 40-69 for the
Contract Persomnel Division, Office of Personnel. Items have been
updated apd modifications made vhere necessery. Any questions
regarding disposition imstructions as stated should be directed to
DD/Personnel for Plans end Control on extension

2. It is requested that this schedule be substituted for the
one presently in effect.

RAO/OP
Attachment:
RCS £0-69, CPD/OP

APPROVED 4

CIA Re

UTUS Administration Officerw

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100300001-9
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SCHEDULE NO.

87 ABDO490300001-9

J oFFice,

DIVISION, BRANCH

Office of Personnel, Contract Persomnel Division

TTLE

POTSTS5F
. ~EFD/OB-

FILES IDENTIFICATION
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES)

VOLUME

(CUBIC FT.)

ST

DISPOSITION INSTRUCTIONS

DIVISION SUBJECT FILES

a. These subject files contain procedures
end other guidelines pertaining to the employment
of contract personpel and staff agents. Included-
in this file is material relating to Social Securit.;?r
matters, consultants, specisl reports, amd general
information on emtitlements, allowances, and other
matters of concern in administering the Comtract
Personnel Division. ’

b. Consists of requests for administrative
services, progrem calls, echronc filles and other
files of a routine administrative nature.

FLEX-0-LINE FILE

Conteins information on original contract
date, compensation, status, etec. Arranged or-
ganizationally and alphaebetically thereunder.

: (Current)

ADMINISTRATIVE PLANS FILE

Consists of project files containing copies of
internal administrative documents authorizing de-
viations from normael Agenmcy rules, regulations,
and pelicy pertaining to epproved Agency projects.
Files are maintained for reference only. Record
coples are retailned by DO Division.

Approved For Release 2005/11/21 : CIA-

5.3

RDP78-004

Temporaery. Screen periocdicelly. Destroy
valueless papers and retain remainder in
immediate work area.

Temporary. Cut off annually. Destroy when
two yeers old.

Temporery. Destroy when terminated.

Temporery. Destroy one yecar after termination
of project.

187A000100300001-9
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FILES IDENTIFICATION

VOLUME

DISPOSITION INSTRUCT IONS

ll'.

Approved For Release 2005/11/21 : CIA|RDP78-00

STAFF EMPLOYEE AGREEMENT FILE
Consists of eements mainteined
on staff employees
[ | File contaeins information per-
taining to egreements and understanding between
the Agency and the employee with regard to servic
outside continental U. S., transportation of
dependents, ete. Filed alphabetically.

COVER AGREEMENT FILE

Gh

PERSONAL SERVICES FOLLER FILE

Consists of case files conteining copies of
contract, emendments, biogrephic information and
other supporting papers on contract perscmnel.
Filed alphebetically.

(Current)

CONSULTANT REQUIREMENTS FILE

The Review of Consultent Requirements con-
teins justifications for consultemts, offices of
initiation, use and duties to be performed.
SEPARATION MAINTENANCE FILES

Consists of seperation maintenance cases.

Cases contain regquests for suthorization and re-
leted correspondence. Filed slphabetically.

Approv. 111424 CLAR

187A000100300001-9

Temporary. Destroy one year after expiration
of agreement.

Place in inactive file upon
Destroy vhen ten

Temporary.
termination of agreement.
years ocld.

Temporary. Upon termination, screen and
destroy duplicate documents and place in in-
active file. Hold one year and retire to
Records Center. Hold indefinitely pending
esteblishment of office of record.

Temporery. Cut off annually. Destroy vhen
two years old. :

Temporary. Destroy closed cases when no
longer needed for reference purposes.
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9o

10.

Approved For Release 2005/11/21 : CIA-
CONSULTANT FILES . . . . . .

' Consists of official persomnel folders on
each Agency consultant. Included in this file is
correspondence, consultant egreements, security
clearances, Jjustifications, status, etc. Filed
alphabetically.

OFFICIAL STAFF AGENT FOLDER FILES

Consists of two files maintained on each
steff agent. Files document the services of the
employee and sre maintained separately for
security reasons.

&. Folders contain code number eross
referenced to Confidential Jacket File and are
filed alphebstically by pseudonym and contain
persopnel actioms, fitness reports, staff agent
supplement, cheeklist, and biograephic profile.

b. Confidential Jacket File consists of
documents in true neme, such as Personal History
Statement, Medical Actiom Request, insurance
forms, ete. Filed numerically by code number.

STAFF AGENT NOTIFICATION OF FERSONNEL ACTION FILE

Consists of chromo copy of Forms 1150,
Hotification of Personnel Action, meintained for
raference purposes only.

CARD FILES

a. Comsists of 5x8 cards maintained on con-
tract persomnel. Cards contain pseudonym, area
division to which assigned end code number uveed as
eross reference. Thaese cards are used to recoxrd
receipt and dispatch of documentation and are fileg
alphabetically.

355

2.0

ll

5.6

L

Approved For Release 2005/11/21 : CIA]
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Pemporary. Forward to OP File Room when con-
sultent is terminated.

Femporary. Forward to OP File Room for
sterilization and consolidation upon termina-
tion of employee's services as staff agent.

Temporery. Forward to OP File Room for
sterilization and consolidation upon termina-
tion of employee's services as staff agent.

Temporery. Hold two months and destroy.

Temporery. Place in inactive file upon ter-
mination. Destroy when no longer needed.

RDP78-00487A000100300001-9
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13.

-~ Approved For Release 2005/11/21 : CIAj
b. Consists of. 3x5 cards on. conbtrect-

employees maintained as cross reference in two
sets. One set is arrenged numerically by code
pumber, the other alpha by name.

. e. .Consists of Employee Record Card mein-
tained on staff asgents and used for recording
personnel action§ traeining, qualifications and
other information. Filed orgenizationally and
by pseudonym thereunder.

d. Consists of 5x8 cards containing infor-
mation on special allowances, mainly equalization
allowances. Card reflects location of post, type
of allowance grented, and miscellaneous imforma-
tion used as guides in processing cleims. Filed

by post.

e. Consistes of 3x5 eards on staff agents
maintained as cross reference in two sets. One
set is in pseudonym, other in true name,

£. This 5x8 card file on staff agents is
used as locator. Reflected on card is pseudonyn,
cross reference identification number, office of
assignment, record of correspondence relating to
individual, ete.

g. This 3x5 card file on consultants re-
flects name, offiece, date of birth, entrsnce on
duty dete, compensation rate and other pertinent
data.

h. This 3x%5 card file on individuals as-
signed to FDD project contaeins neme of individual,
effective date of contract, expiration data, con-
tract number, etc.

ALTOWANCE COMMITTEE FILES

a. Consists of minutes of meetings of
Allowence Committee. Filed chronologically.

vRDVP'I'%-OOk

-9

.1

A

.1

o1

A

Approved For Release 2005/11/21 : CIA-RDP78-00

87A000100300001-9 -
Temporary. FPleace in inactive file upon ter-

mination. Destroy when no longer needed.

Temporary. Destroy one year after termination
of staff agent status.

Temporary. Destroy vhen superseded or
obsolete.

Temporary. FPlace in inactive file upon
terminetion. Destroy wvhen no longer needed.

Temporary.
mination.,

Place in inactive file upon ter-
Destroy vwhen no longer needed.

Plece in inactive file upon ter-
Destroy when no longer needed.

Temporary.
mination.

Temporary. Destroy one month after termina-
tion.

Permanent. When no longer needed for current
reference retire to Records Center.
187A000100300001-9
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1k,

15.

Approved For Release 2005/11/21 : CIA-RDP78 00487A000100300001-9 -

b. Consists of case files concerning al-
lowances and travel payments for-imdividuals
processed by the Allowance Commitieec. These
individuals are staff agents, career agents,
and contract employees under non-official cover
end assigned PCS overseas.

CREDITABLE SERVICE FILE

Consists of chrono copies of creditable
service memorenda on contract employees and

career agents.
(1962 - )

REFERENCE MATERIAL

Consists of published material such as Agency
reguletory issuances, Federal Persomnel Manual and
other materiall _hnd,
other Govermment agencies used for background and
reference.

APPROVED 4 27 W

o

7.0

96.5

Date -~

CIA Records Administration Officer 5>

ey

Approved For Release 2005/11/21 : CIA-

Temporary. FPlace in 1nactive file when case
is closed. Destroy vwhen two years old.

Temporary. Cut off ennually. Destroy when
one year old.

Temporary. Destroy when superseded, obsolete,
or no longer needed.

RDP78-004

187A000100300001-9
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21 May 1969

MEMORANDUM FOR: CIA Records Administration Officer

SUBJECT : Records Control Schedule 40-69 for Retirement
Affairs Division, Office of Persomnel

RESCINDS : RCS 40-66 for BSD/Retirement Breanch
RCS 40-66 for CIA Retirement Staff
RCS k0-64 for POD/OutPlacement

1. Attached hereto is Records Control Schedule k0-69 for
the Retirement Affairs Division, Office of Personnel.

2. The establishment of this office was effective 17 March
of this year. The division's responsibilities cover all aspects
of retirement of Agency employees whether individuels are retiring
under the Agency or Civil Service system. In addition, this of-
fice is responsible for outside Job assistance to certain other
individuals terminating Agency employment.

3. Your early approval of this schedule would be appreciated.

25X

= RAO/OP
Attachnent:
" RCS h0-69 for
RAD/OP
APPROVE] é / /{ :
CIA Records Inistra —

e et
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SCHEDULE NO. 24

¥, , REQGRIOEONFROIRSeRERIRF05/11/21..-CIA-RDP78-00487 A00-30300001-9
" S CONCIRRENCE |
OFFICE, DIVISION, BRANCH 9
Office of Persomnel, Retirement Affeirs Division E  § i
’ Chief, RAD/OP \ ) 19 WAY 1969
N/
l»}g—tﬂ (TITLE, DESCRIPT;ANLFSARI)?[LIEVQHEIJT(‘:,AE;V%NINCLUSIVE DATES) (C\lllgll-(l.‘JMI"ET.) DISPOSITION INSTRUCTIONS

1. | DIVISION SUBJECT FILES

a. Consists of policy papers, correspondence, 4.8 Permanent. When no longer needed for current

reports and other material reilating to the res- reference screen and destroy valueless papers.
) ponsibilities of the Retirement Affairs Division, | ) Retire to Records Center.
including guidelines relating to the retirement

of Agency personnel either through the Civil Ser-
vice Comission or the Agency Retirement and Dis-
ability System.

be Chrono files and routine administrative 2.7 Temporary. Cut off annually. Destroy when
material make up this file covering the daily three years old.
activities of the Division.

2. | CIA RETIREMENT BOARD MATERIAL

a. Included in this file are agenda and 1.8 Permanent. Upon accumulation of one foot of
minutes of meetings of the CIA Retirement Board. material no longer needed for current referencs
Filed chrono. retire to Records Center.
(1965 - )
‘ b. Consists of material assembled for use by .8 Temporary. Forward to each Board member prior
each Board member prior to meeting, such asagenda to meeting. Upon completion of meeting,
and pertinent background material relating thereto. material will be returned, disassembled and
, (Current) binders held for future use.

3. | CIVIL SERVICE RETIREE FILES

a. General alphabetical file containing cor- 4,0 Temporary. Destroy three years after individ-

respondence dealing with length of service, accrued| ual's retirement or destroy upon termination
benefits, and rights and eligibility of individuals| of individual's employment. (Copies of
under the Civil Service Retirement System on whom pertinent documents are filed in OFF.)
inquiries have been made whether optional, dis- e

ability, or mandatory retirement. - e
Approved For Release 2005/11/21 : CIA-RDP78-00487A000100300001-9
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5

b, AlphavetRRPEAELRIPAERA0WY AL
containing enmnuity estimates as requested by em-
ployees or operating components.

c¢. Folders on individuals granted extension
of retirement. Included in this file is request
for extension, approval and other pertinent papers
relating to the case.

AGENCY RETIREE FILES

a. Consists of case files on nominees for
the CIA Retirement & Disability System. File con-
tains nominatlion and various workpapers forwarded
by employee's career service. Included are files
on individuals found eligible for System who re-
fused election, individuals found eligible who
have terminated Agency employment, and individuals
found to be ineligible.

b. Official retirement folders on partici-
pants in the Agency retirement system. Included
in file is material transferred from "a" above as
well as notifiication of designation as participant

service agreement, and personnel action.

¢. Annuitent File

d. Deferred Annuitant File

e. Consists of folders on terminated
participants who elected to withdraw their
contribution from the CIAR&DS at time of separastio:

EMPLOYEE CASE FILES

a. Consists of working files relating to
individuals who are pending retirement within the

next five years. Included in file are copies of
pproved For Release 2005/11/21 : CIA

FORM NO.
1 JAN 56
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%7@%%%%%9?00?«2%591::; in immediate work area for
three years; then destroy.

Temporary. At time of retirement forward
pertinent papers to OP/File Room for inclusion
in Official Personnel Folder.

Temporary. If designated participant transfer
to item 4b. If not, retain in immediate work
area until individual separates from Agency.
At that time forward pertinent papers to OP/
File Room.

Permanent. Trensfer to annuitent file upon
retirement. If participant resigns from
Agency employment and withdraws contribution
to System transfer file to item Ye, If
participant resigns but retains contribution
in System transfer file to item Ld.

Hold in immediate work area until
Then for-

Permanent.
death of last survivor annuitent.
ward to Records Center.

Permanent. Upon becoming an annuitent, trans-
fer to item lbe above.

Permasnent. Transfer to Records Center one
year after termination of Agency employment.

Temporary. Upon retirement, transfer to in-

active file.
187A000100300001-9

Destroy one year after terminatiol
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6.

roved For Release 2005/11/21 CIA-R
S5-year htter, of Agency employment, job
lead record card, and personnel interview record.
Piled alphabcbiealh

" b. Consists of worksheets containing 'bio-
graphic data, applications for Federal employment,
and other material pertinent to the outprocessing
of individuals seeking employment assistance who
are resigning for reasons other than retirement.
Filed alphabetically.

¢. This alphabetical file is correspondence
regarding contract employees on whom outside in-
quiries have been received.

CARD PILES

" ‘a. '‘This salphabetical file (:rom 2881) of
retirees peniing retirement over the coming five
years 1s retained in order to show pertinent in-
formation relating to retirement counseling and
location of records pertaining thereto. Retained
on vheeldex.

be This 3x5 card file contains all pertinent
information concerning status of employee's re-
tirement as well as employee's current address.
This card file is on Civil Service retirees only.
Filed alphabstically.

¢. Nomination Control Record (5x8 card)
used to reflect status of each individual nominates
for Agency retirement system. Filed alpha

d. Consists of IMM cards on all ind.ividuals
pending retirement over the period of the next
five years. Included on card is name, DOB, grade,
service designation, ICD and SCD dates, dates of
correspondence, and final action. Filed by
system, by year nlph?b;g‘:l).call.y.

1 -
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Temiporary. ‘Two years after separation for-
ward any applications for Federal employment
to OP File Room for inclusion in employee's
Official Personnel Folder. Transfer other
pertinent information to card file (item 6g).
Destroy remaining material.

Temporary. Destroy vhen no longer needed.

Temporary. Trensfer to insctive file upon
retirement. Destroy when ten years old.

Texporary. Retain in immediate work area for
reference purposes until no longer needed;
then destroy.

Penporary. Upen becoming participant, trans-
fer to kb above. If individual does nmot
become participant, destroy.

TPemporary. Destroy vhen no longer needed.

RECORDS CONTROL SCHEDULE - CONTINUATION SHEET
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Approved For Release 2005/11/21 : CIA-
e. Consists of IIM cards on all CIA retirees

reflecting current address of both annuitent and
survivor annuitant. Used as.locator.

f. This 3x5 card file relates to retirement
medallions and their presentation. Included on
cerd is employee's name, years of Agency service,
type of medallion, home address, and career
service.

g. 3x5 cerd file on all employees, other
than retirees, handled by EEAB. Card contains
biographic data and summary of outprocessing.
Information teken from Personnel Interview Record
card (see item 5b above).

h. Personnel Investigator Control Card - a
3x5 card file maintained on all Agency employees,
terminated and those presently employed, on whom
outside inquiries have been received. Card con-
tains biographic date as well as Agency émployment
history, investigator's name, place of employment,
remarks made end any referrals given.

&. This alphabetical 3x5 card file contains
name, employer, type of clearance, and dste ac-
credited of all accredited personnel investigators
from whom outeide inquiries have been received.

Jjs This 3x5 card file is maintained on all
retirees - active and inactive. Card includes
name of counsellor.

COMPANY FILES
These files contain correspondence, orgeniza-

tion requirements, brochures and other material
accumulated on various firms throughout the U. S.

Approved For Release 2005/11/21 : CIA!
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Permasnent. Transfer to item 4c upon death of
survivor annuitent.

Temporary. Destroy two years after retirement

of employee.

Destroy when no longer needed.

Destroy when no longer needed.

Destroy when no longer needed.

Destroy when no longer needed.

Temporary. Destroy when no longer needed.:

LRDP78-00487A000100300001-9
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F :

8.

HISTORICAL FILE . N

This file consists of all material relating
to the establishment of the CIA Retirement and
Disability System prior to legislation enacted.
OFFICIAL PERSONNEL FOLIERS

Consists of official personnel folders on
active employees as well as those terminated.

COURIER RECEIFTS _ _

Consists of Form 240, Courier Receipt and
Log Record, used to record receipt and dispatch
of classified mail. )

REFERENCE MATERIAL

Federal Personnel Mamuel, regulatory issusnce

machine listings, log books and other material

-~

8, 26.0

make up this file used for background and reference.

3.0

Approved For Release 2005/11/21 : CIA*FTDP7’8-004F7A000100300001-9

Permanent. When no longer needed in immediate
work area, retire to Records Center.

Temporary. Return to OP File Room when no
longer needed.

Temporary. Destroy when six months old.

Temporary. Destroy when superseded, obsolete,
or no longer needed.

APPRDVED

il

CFA Records Administration Officer 2

Appraved For Release 2005/11/21 . CIA-RDP78-00487A000100300001-9
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19 December 1969

MEMORANEXM FOR: CIA Records Administration Officer

SUBJECT : Revised Records Control Schedule - Recruitment
Division, Office of Personnel

RESCINDS : Records Control Schedule 40-68 for RD/OP

REFERENCE : Memo dated 15 Dec 69 transmitting Records

Control Schedule for SPD/OP

Attached hereto is revised Records Control Schedule for
Recruitment Division, Office of Personnel. This schedule was
rewritten in order to delete the functions vhich have now been
transferred to the Staff Persomnel Division, Office of Personnel.

The schedule for Recruitment Division now includes -
Office of DD/Pers. for Recruitment and Placement
Chief, Recruitment Division
Washington Area Recruitment Office

Early approval would be appreciated.

RAO/OP
Attachment:
RCS 0-69 for

APPROVED 73 %@2 :Z ! -
CIA Re " Date /

cETEs Administration Officep

Approved For Release 2005/11/21 : CI;&;RDP78-‘00487A0001_0@306001‘-9
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B RECBRD G0N FiroL ReB1HERRE05/1 1121SEM‘5P78'°°! 00049
OFFICE, DIVISION, BRANCH 25
office of Persomnel/Recruttment Division including Office of
DD/Pers. for Recruitment and Placement m T(;:Lef aD/op /,"‘v 77 ?75'
INTOEM (TITLE, DESCRIPT;(;IIV-.ESAR'RZI%IT?;A:AENIT?,AEIIV%NINCLUSIVE DATES) (CYI%‘;‘CJM,E[ ) DISPOSITION INSTRUCT 1ONS

1. DIVISION SUBJECT FILES

1,

a. Consists of studies, recruitment "readi lh.3j Permanent. Sereen periodically amd destroy

f£ile" and memorande, material relating to the material of no future value. Retain remainder
Agency recruitment sdvertisement effort, picket: in current files area until no longer needed
problems and the Co-op Program. Also ineluded in for current reference; then forward to Ageney
this f£1le are anmual and special reports such as the Records Center.

One-Hundred Universities reports prepared by uni-
versity associates and semnior Agency offieials
evaluating various eolleges and universities,
material of a historical nature as well as curren
vorking papers pertaining to the over-all opera-
tion of the Agex(xey's recruitm;nt progran.

b. Includes monthly setivity reports, print-| 6.3~ | Temporary. Cut off sumally. Hold two years

ing requisitions, chrono files, progrsa calls and and destroy.
other administrative-type files. '
(1966 -
~ 2. UNIVERSITY ASSOCIATES FILE
Consists of case files on university asso- l.‘jy mrm. Upon termination of assoeiate,
cietes. Files contain justification for asso- forvard file to Office of Personnel File Room
ciate, personal service contract, request for for disposition.

personnel action, travel vouchers, travel ex-
pense records, and related correspondence, Filed
alphabetically.

3. CARD FILES

a. Consists of 3x5 cards on individuals )
{nterviewed who are felt to be good prospective
employees.

FORM NO. USE PREVIOUS
1 JAN 56 I39 EDITIONS.
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’ i 004 7A000100300001-9
Y. Cmsiatgprgvgx;measefngfvl% '%& b Temporary. Destroy when no J.onger needed
lying to covert reeruitment advertiuments. for future reference.
¢. Applicant 1nfomation retained on a 5 < Temporary. Retcin for aii months after be-

vheeldex. Information consists of spplicant's ' coming inaetive; then destroy.
nane, recruiter, recommended for, and where file
has been sent.

d. Consists ot 3x5 cards on individuals ol Temporary. Cut off amnually. Destroy wvhen
who are referred to the Agency by Congressamen, . two years old.
the White House, and other high echelon requiring
special attention.

‘ 1%7 - )
h. | REPORT OF INTERVIEW FILE
a. Cons sts of Forms 1667a and 166Tc, 2.3 | Temporary. Cut off each ysar. Destroy when
Reports of Interview, prepared by recruiter on " | two years old.

each candidate that has completed application
forms. This file provides a record of all
recommenddd ca.ndida?es. Piled alpha.

) _
§ b. Consists of Form 1667b (VITA) used by 9.0 * | Temporary. Destroy upon receipt of applica-
Washington Area Recruitment Office in interview- tion forms. Otherwise, destroy after
ing all appl:lcants.( Filed alpha?eticam elghteen months.
1 -
5. RECRUITER FILES o

‘ a. Consists of correspondence, memoranda, .8 Temporary. Screen upon reassignment or

and other papers pertaining to field aetivitics termination of recruiter. Destroy material

of individual recruiter. Filed alphabetically. no longer needed. Transfer remainder of

' material to appropriate file.
b. Consists of travel case files on 1.0 Temporary. Destroy material more than two
recruiters. Included are travel orders, vouchers, years old.

statement of accounts, requests for advance of
funds and related papers. Filed alphadetically.

¢. Coneists of logistical files for each «3" | Temporary. Screen upon resssigmment or
recruiter. Included in this file is all egaipmnt termination of recruiter. Destroy material
Approv -00487A000100300001-9
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and supplies eha’%Eﬂ%S%i%ﬂ%%‘iMN"NSME P78-00487AGOAIANA3HNRS. Transfer remainder to
: appropriate file.
6. CONERACT SECRETARIES FILES
Consists of case files on individuals serv- .3"‘ TPemporary. Upon esncellation or termination
ing in domestic field offices. of individual forward file to CFD for its
(Current) disposition.
7. | OFFICIAL APPLICANT PILES
Consiste of case files on applicants that 6.5 v Temporary. Upon receipt of all information
have been referred to reeruiters for furkher from recruiter return file to interested
information. Filed alphabetically by recruiter. component.
(Current)
8. | LBAD/SOURCE FILE
Consists of case files on colleges and 3.5 v Temporary. Screen periodically. Destroy
universities, technical, secretarial and high material no longer needed.
schools, including those utilized in Co-op
Program. Contains eorrespondence, reports of
contact and octher papers pertaining to the
utilization of specific leads and sources.
. 9. RECRUTTMENT REQUISITION FILE ,
Consists of Form 1078, Recruitment Requisi- 1.5 Temporary. Destroy when request is filled
tion. Form used in furnishing recruiters guides or cancelled.
for recruiting. Filed by office.
10. REFERENCE MATERIAL _
Consists of Agency regulatory issuances, 2,0 Temporary. Deatroy when revised, obsolete,
OPMs, machine listings, log books, and other or no longer needed except certain machine
material u for reference purposes. 1listings whieh will be returned to SBB/CD/OP
. vwhen no longer of interest.
e 7 i s O
APPROVED ; 2oz { Z’ (4 Z
Date 50.4
CIA Records Administration Officer -
Approved For Release 200 H#pb3.004874000100300001.9
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15 December 1969

MEMORANDIM FOR: CIA Records Administration Officer

SUBJECT : Revised Records Control Schedule -
Staff Personnel Division, Office of Personnel

RESCINIS : Reecords Control Schedule 40-68 for Placement
Division, Office of Personnel

Attached hereto is revised Records Control Schedule for Staff
Personnel Division, formerly Placement Division, Office of Personnel.
This schedule was rewritten in order to reflect the transfer of the
functions of the Clerical Staffing Branch from the Recruitment
Division to the Staff Personnel Division and to make certain other
modifications where necessary.

The schedule for Staff Personnel Division includes -

Office of Chief, Staff Personnel Division

Professional Placement Eranch

Professional Selection Branch

CT Personnel Selection Branch

Clerical Staffing Branch, including Temporary Assignment
Section (formerly Interim Assignment Section)

Correspondence and Applicant Records Branch

A revised schedule for Recruitment Division will be forwarded
to you shortly.

25X

RAO/OP
Attachment:
RCS L40-69 for
_SPp/OP

g 27%///

CIA Records Acdministration Officer

[ .u_T_w_,‘
Approved For Release 2005/11/21 le« RDP78 00487A0’DQW300001 -9
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¢ APRRS RN MET “GONCURRENCE
OFFICE, DIVISION, BRANCH
Office of Personnel/Staff Personnel Division S— —y
: Chiet, seojof /0 e /76
‘T\TOEM (TITLE, DESCRIPT;(;I’V-,ESAR‘R‘?{IE’%EAI!;A;T(‘:.AEIIV%NINCLUSIVE DATES) (C\I/]g';gMFET.) DISPOSITION INSTRUCTIONS
1. | DIVISION SUBJECT FILES
a. Copies of policy directives regarding 8.0 Permanent. Secreen periodically. Destroy
. hiring practices, spplicant processing, summer materiel no longer needed. Retain remainder
employment, invitee travel, employment of the iK% eurrent files area until no longer needed
‘ handicapped, state income tax inquiries, alien for current reference; then forward to Agency
sponsorship, cuality step incresses, persomnel Records Center.
forecasts, special reports, office readimg file,
and other papers ascumulated in the over-sll
administration of the Staff Persomnel Division
make up this file.
b. Consists of administrative-type files 5.0 ' | Temporary. Cut off snmally. Destroy vhen
such as activity reports, copies of travel orders, two years old.
separation reports, cancellations, program calls,
requests for administrative services and other
material of a routine nature.
2, |[CHROKO FILE - APPLICANT CORRESPONTENCE
Consists of ehrono file of correspondence 7.0 v | Pemporary. Retain twelve-month level.
of a routine nature to individuals applying for Destroy oldest month after filing current
: Agency employment such as notifications of process- month.
ing, requests for additional information, notice of
rejection, ete. Used to control where official
applicant file sent (duplicate maintained in of-
ficial applicant file). Alphabetical.
(1968 - )
3. | CARD CONTROL FILE ’
a. These 3x5 cards are maintained on all 6.5 /| Temporary. On those files forwarded to RID,
individuals who have applied for Agency employment. cards will be held two years and destroyed.
Card 1s used for control purposes and chargs-outs b All W‘mept for those eategories
ikl (s b o Om {03,
O =

e
declassitication (at)

FORM NO. UsSE PREVIOUS
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urtng active rAGEIRIEE 85 REISEE 20 ALL SHTART

information such as any security disapproval,
special interest, and other information of im-
portance regarding the applicant, including date
file sent to RID if applicable or job and box
number if file forwarded to Records Ceafer. Also
in this file are cards maintained on individuals
wvhose applications for Agency employment would be
of interest to the CIA Watch Officer.

b-l. This 518 card, Form 835, Applieant
Processing Record, contains information on appli-
cants such as name, dates of actions and appoint-
ments, clearances, and other pertinent information
and remarks regarding the individual. Cards re-
tained by Professional Selection Eranch.

b-2. Same as above but these cards retained
by Clerical Staffing Braneh.

¢. This card file is similar to "b" above
except it is maintained on career trainees in

process only.
(1966 - )

d. SF-TB (formerly OFkb) file contains
pertinent information on all carseer trainees -
past and present.

e. Consists of Form 887, Temporary Assignment
Record, used to maintain eontrol and status of each
employee assigned to the Pool. Card includes such
information as employee's name, serial no., date of
birth, position title, grade, shorthand and typing
qualifications, clearmnces, medical and polygraph
appointments, ete.

(Y 1966 - )

£. Consists of Form 642, Personnel Emergency
Locator Record, containing pertinent information
regarding employee and his/her emergency addnasee
' Release 2005/11/21 :

FORM NO.
1 JAN s6

USE PREVIOUS
Isga EDITIONS.

RECORDS CONTROL SCHEDULE -

1.2/

1.5/

1.0

B-00487A00010%000L1 1o pnced 1u tnactive file
and retained in immediate work area when jodb

18 destroyed at Records Center:

a. Special Interest

b. Security/Medical reject
c. Panel case

d. Watch Officer interest

Temporary. Place in inactive file upon can-
cellation or completion of proeessing. Hold
one year and destroy.

Temporary. Place in inactive file upon can-
cellation or completion of proeesaing Hold
three years and destroy.

Temporary. Plaece in inactive file upon can-
cellation and hold for three years; then
destroy. (Cards are destroyed on individuals
vho enter on duty.)

.2 - | Temporary. Retain in immediate work area
until no longer needed; then destroy.

Pemporary. Upon assigament of individual
place in inactive file. Cut off at end of
each fiscal year. Destroy two yesrs from the
end of the current calendar year.

05 v’

o1 / Temporary. Upon full clearance, forward to
employee's office of assignment.

A 'EA‘F.’;78-004 B7A000100300001-9
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LR

5.

g8 1"01;11 2668 P ENSHES F°f§&%aai3°%w Sﬂbﬁfbhs °M87émm°°°1°°3°°°%1'9 14 current month and destroy.

schedule for all invitees. Includes name of
invitee, date, place, and time of appointments
as well as remarks.

h. Form 2715, Skills Bank Control, is a
5%8 card used to eomtrol loeation of official
applicant file. Containe neme of appliecant as
well as name of office and reviewer, whether or
not there is interest, dates reviewed, and re-
marks. This file contains only cards on those
whose files are presently being reviewed.

i. Form 2687, New Applicant File Acquisition
card, is a 3x5 card from which the S8kills Bank
Acquisition Lists are compiled (see item 9). Card
contains name, age, marilal status, particular
ekills, asking salary, and other information use-
ful to personnel officers in selecting potential
candidates for positions.

(1966 - )

J. ‘This 3x5 card file is used to control
vhat applicant letters and files have not been
replied to. Iiled chrono by alphabet.

’

EMPLOYEE SUMMARY WORKSHEETS

Consists of Employee Summary Worksheets con-
taining information on employees, such as work ex-
perience, education, training, qualificationms,
present position, etc. Used in evaluating em-
ployee's qualifications end in effecting his/her
Placement or reassignment.

FLEXOWRITER TAPES

Consists of flexowriter tapes used in prepar-
ing routine letters. Arranged numerically by eode
assigned to each lettor.

CURRENT)

QEE ‘:
elease 2005/1 1IZ1%E@£P78-00
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1.0

/

57

Temporary. Upon completion of follow-up
interview card is pulled from file and

destroyed.

Temporery. Retain in immediate work area for
reference purposes. Destroy when no longer
needed.

Temporary. Cut off annually. Hold one year
and destroy.

Temporary. Destroy after follow-up interview
six months after entrance on duty.

Temporary. Destroy vwhen superseded or

obsolete.

87A000100300001-9
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6.

Consists of offieial applicent folders on all
individuals who have applied for Agency empley-
ment., Folder includes various items of informa-
tion such as correspondence and resumes, appliea-
tion for employment, report of interview, PHS,
and request for security clearance. Categories
are as follows:

a. Files on all applicants on whom Security
has been initiated except Speeial Interest cases.
These include not only routine applicants but
security disapprovals.

b. Files on limited "Speecial Interest" ap-
plicants on vhom Security has been initiated.

¢. Applicants who apply for Agency employ-
ment wvho are of "Extra Special Interest” and
require special handling because of the source of
application.

4. Files on all applicants on whom Security
has not been initiated. These include not only
routine applicants but those of limited "Speecial
Interest."”

e. Consists of resume files on individuals
to vhom forms have been sent and acknowledgments
have not been received. Held by month and alpha.
thereunder.

Q\@@@’
Approved For Release 2005/1 1121“".’%‘-‘ P78-004]

134.6
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Temporary. Material in officisl applieant
file becomes part of the offieial personnel
folder should individual enter on duty.
Cancelled applicant files will be retained
as outlined below. (GRS 1, #15)

Files that have been inactive for at least
six months will be retired to Agency Records
Center and held for an additional eighteen
months. At the end of this time, files will
be destroyed. Should file be recalled be-
cause of recontact it will be done s0 on a
permanent basis.

Files that have been inactive for at least
8ix wonths will be retired to Agency Records
Center and held for an additional thirty
wonths., At the end of this time, files will

be destroyed.

Retain in immediate work area. When file has
been inactive for three years, it will be re-
viewved by division representative for possible
destruction. If it is deemed necessary to re-
tain for a longer period, it will be done so
in immediate work area until such time as it
is no longer needed; then it will be destroyed

File will be forwarded to RID for transmittal
to Reeords Center two months after becoming
inactive.

If after two months no acknowle t i8 re-
ceived, file 1s trensferred to "a" or "d"
above according to vhether or not there is
sufficient information to identify the
individual.
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FILES IDENTIF{CATION

VOLUME

DISPOSITION INSTRUCTIONS

7.

8.

9.

10.

Of!];cm mﬁpﬁ’mr Release 2005/11/21 : gfﬁF

Consists of officiel personnel folders on
individuals presently awaiting full clearance who
are on duty in the Fool as well as folders on
other employses vhich are being reviewed or being
asted on for one reason or another.

SUMMER ONLY PILE - .
' Consists of official personnel folders of
former employees as well as official applicant

files on individuals being considered for summer
employment with the Agency.

ACQUISITIONS LISTS

E%P.I] 8-004

2.2°

Consists of copies of daily lists of applicanf .8

files banked showing name, skill, language(s),
sex, etc. Listings are compiled from item 3i.

MEDICAL ENVELOPES

age

Consists of envelopes forwarded by epplicents
with Agency epplication forms.

MACHINE LISTINGS

a. These periodic listings contain name and
pertinent information on all retired applicant
files on vhom Security has not been initiated and
the file has been forwarded for RID disposition.

b. Consists of certain Agency machine list-
ings used for reference.

FORM NO. ‘393 USE PREVIOUS
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Temporary. Forward to OP/File Room when no
longer needed.

Temporary. If individual enters on duty,
forward file to OP/File Room; otherwise file
will be disposed of in accordance with item 6.

Temporary. Retain in immediate work area for
reference purposes. Destroy when no longer
needed.

Temporary. Retain in immediate work area
until action taken on application. If indi-
vidual is put into process, eanvelope is to be
forwarded to Office of Medical Services. If
individual is cancelled, envelope becomes part
of inactive file and is retired under item 6d.

Temporary. Destroy upon receipt of eurrent
listing. Issued semi-annually.

Temporary. Destroy when revised, obsolete, or
no longer needed except certain controlled
listings which must be returned to SRB/CD/OP.

7A000100300001-9
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FILES IDENTIFICATION

12.

1k,

15.

Approved For Release 2005/11/21 : ClA=
Consists of alphabetical file on individuals
requesting employment information on the Agency
for school projects and other reasons.
(1969)

ERIEFING MATERIAL

Consists of certain Agency regulatory is-
suences and other material which are required
reading for all new employees entering om duty.

ORIENTATTON FOLIERS

Individual folders containing information
accumzlated by Pool personnel during Agency
orientation for their own use. Filed alpha.

REFERENCE MATERTIAL

a. Consists of copies of selected corres-
pondence maintained for possible future use as
guides. Included are such items as sample cover
letters used under unique circumstances as well
as samples of routine ecorrespondence. Copy of
these guides is maintained by each person re-
sponsible for correspondence preparation.

b.
tion, local colleges, and other matters of inter-
est to individuals newly arrived in the area as
well as Agency regulatory issuances, test samples,
log books, Federal Personnel Manuals, OFMs,
classification standards, OIR and Support Bulle-
tins, Zip Code directories, and other material

used for e purposes.
APPROVED ¢ Z3 é &‘2 Z{f
CIA Re Date =

inistiration Officer

Consists of brochures on housing, recread

NAl
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3
3.0 | Temporary. Destroy vhen three months old.
5.5 .| Temporary. Destroy when revised, obsolete, or
no longer required reading.
4.0 Temporary. Upon permenent assignment,
material is given to employee for disposition.
2.0 7| Temporary. Destroy when revised or no longer
needed for reference purposes.
11.5 / Temporary. Destroy vhen revised, obsolete,
or no longer needed.
206.8
~e= R
e
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11 February 1969

MEMORANDUM FOR: CIA Records Administration Officer

SUBJECT : Records Control Schedule 40-69 for Mobilization
and Military Personnel Division, Office of
Personnel

RESCINDS : Records Control Schedule 40-63 dtd 5 Nov 63 for
MMPD/OP

1. Attached hereto is Records Control Schedule 40-69 for
the Mobilization and Military Personnel Division, Office of
Personnel.

2. This schedule was rewritten in order to update items to
reflect current functions of the division. For your information
to date this division has purged 135 feet of records. Only forty
one feet has been returned to the Records Center.

3. Your approval of this schedule would be appreciated.

ST/
RAO/OP
Attachment:
RCS 40-69 for
MMPD/OP
APPROVED 3 /? h LG
.. Date »~*

CIA Re(oFds Administratidn Officer -

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100300001-9
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Cl
I B RECABPS0 oY TRALRS[HEIR605/11/21 :C|A-RDP78-00J&ZAM91MMM1 9 L

OFFICE, DIVISION, BRANCH
Office of Personnel, Mobilization and Military Personnel
Division

" Chief, MMPD/OP /] k- /56 7

ITEM FILES IDENTIFICATION VOLUME
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (cUBIC FT.) DISPOSITION INSTRUCTIONS

1. | DIVISION SUBJECT FILES

a. Consists of policy and procedures in- 12,3 | Permanent. When no longer needed for current
cluding directives and other documents which reference, screen and destroy valueless papers)
establish precedence for continuing action. In- Forward to Records Center.

‘ cluded in this file is correspondence with Depart-

ment of Defense, Office of Defense Mobilization

and other government agencies as well as reports
and studies pertaining to present and future re-
quirements, including mobilization requiremenbs.
Also in this file is material dealing with the
Agency civilian reserve program, liaison, policy
and procedures relating to various stetions and
posts, division annual reports, and meterial
documenting the history of MMPD.

(1953 - )

b. Consists of correspondence and memoranda 21.7 | Temporary. Cut off annually. Destroy when
used in administering the daily activities of three years old.
MMPD. These files are of a routine nature and
consist of such items as activity reports, chrono
‘ files and requests for administrative-type

services.
(1965 - )
2. CIVILIAN RESERVE FILES

a. This file contains questionnaires com- .5 | Temporary. Destroy when no longer needed.
pleted by former Agency employees, indicating
interest and availability for Agency civilian
reserve program. Filed alphabetically.

b. This 3x5 card is retained on all individ- .2 | Temporary. Destroy when no longer needed.
uals quéried. Information includes name, address,

Approved For Release 2005/11/21 : CIA-FLDP78-004|87A000100300001-9
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FILES IDENTIFICAT{ON

VOLUME

DISPOSITION INSTRUCTIONS

Approved For Release 2005/11/21 : CIA-RDP78-004

date of birth, EOD date, grade, office of assign-
ment vwhen employed, and reason for separation.

SELECTIVE SERVICE FILE

a. Consists of correspondence dealing with
occupational deferments and permission to leave
the country on official business., File contains
Selective Service Action Requests (form 575) and
correspondence wih the Director of Selective
Service. Appropriate papers are placed in offi-
cial personne] folder.

b. Selective Service Record Control File -
form 575a, provides asbasic reference, index and
action record of selective service deferment ac-
tions taken relative to Agency employees. Forms
contain pertinent data on employee. Filed alpha.

WAR PLANS FILE

Consists of estimates on country and area war
plans used as a basis for preparing estimates on
personnel requirements. File contains summaries
of the mobilization plans, including the mission,
cover, types of personnel required, operation plans
and similar material which becomes annexes to the
Master Plan held by the DD/P. # 7

FUNDS FILE

Army and Air Force Unit Fund File consists of
vouchers, cancelled checks, bank deposit slips,
bank stetements, end similar material used to ac-
count for monies received for and expended from
Unit Funds. Fil?d organizationally by unit.

1959 -

s

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100300001-9
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Temporery. Destroy when no longer needed.
(cRs 1, #19)

Temporary. Destroy cards on individuals who
are no longer associated with the Agency.

Temporary. Destroy when no longer needed.

Temporary. Destroy two years after audit.

(4a1)




= JITEM NO,,

FILES IDENTIFICATION

| voLume

DISPOSITION INSTRUCT IONS

-

60

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100300001-9

ATMINISTRATIVE ORDERS FILE

These orders serve as documentation for
official travel of both civilian and military
personnel,. assignments to active duty, shipment
of household effects, promotions, special as-
signments, ete. Submitted to appropriate branch
of service. Arranged organizationally and
numerically.

a., General Orders

b. Special Orders

MORNING REPORTS FILE

Consists of DA Form 1 which serves as daily
accounting for all Army personnel in each unit.
Copies of this form forwarded to parent organiza-
tion as required by regulation. Filed chrono.

(1967 - )

PERSONNEL PROCESSING FILES

Consists of military personnel case files on
individuals being security cleared and processed
for possible assignment to the Agency. Filed
alphabetically.

Cut off end of each year and
(AR 345-210,

Permanent.
transfer to Records Center.
File No. 205-02)

Temporary. Cut off end of each year and for-
ward to Records Center. Destroy when fifteen
years old. (AR 345-210, File No. 205-02.1)

Permanent.
transfer to Records Center.
Chap. 23 - Para 230107(b)

Cut off end of each year and
(4FM 181-5,

Temporary. Destroy when one year old.

Temporary. Upon EOD, incorporate in official
Agency file. If processing is cancelled,
place in inactive file. Forward to Records
Center and destroy when two years old.

(ers 1, #15)

87A000100300001-9
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FILES IDENTIFICATION

VOLUME

DISPOSITION INSTRUCTIONS

9.

10.

MILTTARY PERSOMYEEPFOYSH FrRpirase 2009711721 : ClAy

a. Official field file for military per-
sonnel assigned to the Agmncy. File contains
current case history of the individual and papers
vhich document his military service.

(Current)

b. Agency military personnel folders com-

' prised of papers which document the affiliation

of personnel with the Agency. File includes
correspondence and related records pertaining to
the assignment, memorandum of understanding,
security cleerance, personnel actions, etc.
Filed alphabetically.

(Current)

ATR FORCE ASSIGNMENT FOLDERS

These files are maintained on all assigned
Air Forcespersonnel separating from Agency ser-
vice. File contains various items relating to
pending reassignment.
(Current)

RESERVE FILES
a. Consists of case files on Agency re-

servists containing pepers pertaining to reserve
status and participation in the Agency's reserve

program. Filed alpha. by branch of service.
(Current)
b. Consists of reserve attendance rosters

prepared in conformance with Army regulations.

Approved For Rele - CIA- N y
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Temporéry. Sereen for sensitive material and
return to parent service upon termination of
assignment of individual.

Temporary. Upon termination of assignment
screen and destroy irrelevant masterial. If
converted to staff employment, forward to OP
File Room. If not, place in inactive file.
After one year transfer to Agency Records
Center and destroy 75 years after birth of
employee or 60 years after date of earliest
document in the folder if date of birth cannot
be ascertained. (GRS 1, #1)

Temporsry. When reassignment is completed,
place in inactive file. Retain one year and
destroy.

Temporary. Files on personnel assigned to
Field stations retained pending return; then
reactivated. Files on personnel discharged
from the program will be filed in an inactive
file. Inactive files will be cut off end of
each year and destroyed two years thereafter.

Permanent as required by AR 345-215. Cut off
“end of each year. Hold one year and transfer
to Army Records Center.

(41)




ITEM NO.

FILES IDENT!FICATION

VOLUME _ |

DISPOSITION INSTRUCT IONS

-
-

12.

Approved For Release 2005/11/21 : CIA-W
CARD FILES

a. Consists of cards maintained as locator
on all military personnel assigned to Agency
units. Cards contain individual's name, unit,
and mailing address.

b. Consists of persomnel data cards (5x8)
prepared on Army, Namy, and Marine Corps personnel
who have been assigned to the Agency. Cards con-
tain name, rank, serial no., dates of assignment,

ete.
(1947 - )

c¢. Consists of cards showing name, rank,
serial no., reserve points earned, courses taken,
promotion dates, ete.

d. Consists of pay record cards on military
personnel. Cards used to maintain up-to-date pay
authorizations and contain such information as
base pay, longevity, allotments, witbholding tax,
social security deductions, ete.

e. Consists of IBM cards showing coded
data on Air Force personnel as follows:

1. Record of leave

2. Air Force persomnel associated with

Agency
3. Uniform officer and airmen enlisted
records - corrections .

TRAINING MATERIAL

Consists of course material for training of
Agency reservists. Back-up material for these
courses for instructionasl purposes is made up in
kits for students. Also included in this file is

.1

Ral 6200844124 - CIA

RDP7Z23.00

{DP78-004f7A0001 00300001-9

Temporary. Destroy one year after departure
of individual.

Temporary. Retain in office area for
reference purposes until no longer needed;
then destroy.

Temporary. Retain in office area for
reference purposes until no longer needed;
then destroy.

Temporary. Destroy upon resssignment of
individual.

Temporary. Retain on fiscal year basis. Hold

one year and destroy.

Temporary. Retain in office area for referencd
purposes until no longer needed; then destroy.

Temporary. Destroy ninety days after becoming
inactive.

Temporary. Destroy when superseded or no
longer needed.

S7A000100300001-9
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For Rel 2 :
R material on inac %r%qninsor Slggmse goggcflﬂpe%m
used in courses.

14, | TOP SECRET MATERIAL

a. Top Secret documents <V/9ﬁ /‘91—/5'/}’5) .8 Temporary. Destroy when obsolete.
b. Record of receipt and dispatch of top 1 ‘Pemporary. Destroy ten years after document
secret materiasl. Filed by TS number. is downgraded, destroyed or sent outside

control point.
15. | DOCUMENT RECEIPT FILES

Consists of registered and certified mail .2 Pemporary. Destroy when two years old.
receipts - DD Form 434 and POD Form 3883. Filed
chronologically.

16. | REFERENCE MATERIAL

a. Consists of Agency regulatory issuances 61.8 Temporary. Destroy when superseded, obsolete,
and meachine listings as well as log books and or no longer needed.
unclassified published materiel such as Army and
Air Force regulations, circulars, pamphlets,
manuals and handbooks used for reference purposes.

b. Library-type material maintained for use 34.0 Temporary. Return to source when ro longer
by Agency reservists as reference. needed. ST

Dat

. | APFROVED: /? .ﬁ/zéa

CIA Records Administration Officer .-~
256.2
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5 November 1968

MEMORANDUM FOR: CIA Records Administration Officer

SUBJECT . Revised Records Control Schedule 40-68 for
Plans & Anslysis Division, Office of Personnel

RESCINDS . Records Control Schedule 40-64 for Plans & Review
Staff, Office of Personnel

1. Attached hereto is Records Control Schedule 40-68 for the
Plans & Analysis Division, Office of Personnel. In addition, this
schedule also covers the Office of the DD/Personnel for Plans and
Control.

2. This schedule was rewritten in order to update and make
nodifications where necessery. In particular, items 5a and b have
been combined and a definite disposition instruction has been
esbablished.

3. Your approval is requested.

RAO/OP
Attachment:
RCS 40-68 for
PAD/OP

oo -

Approved For Release 2005/11/21 : CIA-RDP78-00487A0001':00300001-9
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: 29

2 REAQRTSveANTAOREIEHES MODS5/11/21 : CIA-RDP78-00457AM60660300001-9
) o Bl CONCURRENCE
OFFICE, DIVISION, BRANCH
Office of Personnel, Plans & Analysis Division
Chief, PAD/OP TNUV 1500
IJOE M (TITLE, DEschPr';(;bFSAR’R%ZEQ?,AT«}VCI;NWCLUMvs DATES) (c‘égﬁg”'fr. ) DISPOSITION INSTRUCTIONS

1
1. | DIVISION SUBJECT FILES
a. Consists of materials accumulated in pro- 12.7 | Permanent. Upon completion of project, pro-

viding support to the Director of Personnel in the gram, assigned activity, or study screen and
development, review, and evaluation of Agency destroy valueless papers and place remainder
‘ policies and programs. Included in this file are in ipactive file. When no longer needed for
staffing plans, special projects and activities current reference retire to Records Cenmter.
assigned to Office of Personnel for research, Chrns v G003

«

development and/or implementation. Subject matter
is variable and pertains to many phases of per-
sonnel mansgement or manpower controls. File in-
cludes special reports, studies, projects and sur-
veys dealing with Mid-Career and CT Programs,
suecession problems, promotions and time-in-grade
of employees, development of fitness or evaluation
reports, minority groups, honor and merit awards,
Ehort'of"tw; etco

b. Consists of budgetary estimates, training 2.2 | Temporary. Cut off annually. Destroy when
requests, chrono files, T&A records, and other two years old. P AT
material of a routine administrative nature. - : o

~ (1965 - )

2. | PERSONNEL AINVISORY BOARD

Consists of minutes of meetings, agenda, and +3 | Permanent. Retain in immediate work area as
various papers accumulated by Board in its function long as needed. Then retire to Reecords Center,
of assisting Director of Personnel in the develop- @4;7;, 7 R

’ o/

ment of personnel policy proposals and in studying,
reviewving, or ccordinating other signifiecent met-
ters affecting personnel management and administra-
tion in the Agency.

¥

P

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100300001-9
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id . Approved For Release 20051721 CIA- RDP78-00487A000100300001-9
3. | CAREER COUKCIL F e .

Consists of minutes. of meetings, agenda, 6.0 Permancnt. Hhon no lenger needed for eun-ont
transeripts, reports, and supporting papers decu- ) reference forwerd to Records Center.
menting the activities of the Career Council.
Council is no longer in existence.

(1954 - 1962)

4, | OPM RECORD AND HISTORICAL BACKGROUND FILE v

a. Conaists of complete file of Office of 2.0 Permanent. Retain in m&mm work area as

Personnel Memoranda which are prepared and issued long as needed. Then retire to Records Center
to supplement Agency regulatory issuances and to :
~ establish internal operating procedures for the

Office of Personnel. File contains directives

from Director of Personnel and drafts coordinated
within OP. Also ineluded in this file are prede-
cessor issuances retained for historical purposes.

(1951 -
b. HRumber register used to assign control N Pemporary. Destroy when ten years old.
numbers to OPMS, _ G< A 5(" »
(1956 - ) : . By ]

5. | REGULATORY ISSUANCES CASE FILES
@, Consists of case files maintained on all 12,3 Pexporary. Seé«n periodically and destroy

1 ies regulatory issuances as well as series ) material three years or older except certain
1 Included in file are working papers, items which may be needed for future referencej
background information on the development of the | - Retain these items in immediate work area until
’ issuance, draft copies of proposed issuances, " | no longer needed, then dsstroy. L
coordinations, concurrences, etc. Filed numeri- . o N

cally by basic regulation number.
b. Consists of case files maintained on all 1.0 Temporary. FPlace in inactive file upon

other regulatory issuances. File contains copies | completion of final action by OP. Hold two
of proposed issuances as well as commenis, propos- | years and destroy. v e i
als, concurrences, and objections. Arranged nu- [ ey

merically by regulation number. ) : L

Approved For Release 2005/11/21": CIA=R¢P78-0048 yA000100300001-9
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6. | REFERENCE NATERIAL o ' . _ »
a. Consists of various machine listings used 4.6 Temporary. Return to SRB/CD/OP when no longer
| in preparation of studies which become basis for needed,
policy decisions. '
(1964 - ) ,

1 b. Consists of rescinded series | 2.0 Temporary. Destroy when no longer megpd for
1 [ Iregulationa, potices, eand hendbooka. - - reference. R

c. included 1n this file are Executive 20.3 Temporary. Destroy when revised, cbsolete,
1 , Orders,| | Congressional or no longer needed. [ P rend }
1 Directory,| | Federal Per- -
1 sonnel Manual,|

_ | Ageney
’ regulastory issuances and other material used as
background and reference.

: LTEROVD
‘ o - CiA Records AdministTatvIvonm—v== cer

63.6

o -
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28 January 1969

MEMORANDUM FOR: CIA Records Administration Officer

SUBJECT . Revised Schedule 40-69 for Position Management
and Compensation Division/Office of Personnel

RESCINDS . Records Control Schedule 40-64 dtd 16 Mar 6k
1. Attached hereto is Records Control Schedule 40-69 for the
Position Management and Compensation Division/Office of Personnel.

2., This schedule was rewritten in order to update items and
establish definite retention periods for certain files.

3. It is requebted that this schedule be approved at the
earliest possible date.

STA

RAO/OP
Attachment:
RCS 40-69, PMCD/OP

APPROVED § Lé{%

.CIA Records Administration UILITET

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100300001-9
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- ’ CONCURRENCE
OFFICE, DIVISION, BRANCH Sr
Office of Persomnnel, Position Management and Compensation
Division Chief, PMCD/OP 28 January 1969
II\;I'C;‘:M (TITLE, DESCRIPT’;(;II\;,ESAR}&E’%}L’{EI\I’RAL}V%NINCLUSIVE DATES) (C\LllgggMFETJ D1 SPOSITION INSTRUCTIONS
1. | DIVISION SUBJECT FILES
a. Consists of policy plamning documents, 9.0 Permanent. Screen periodically and destroy
reports, staff studies, and other papers used in valueless papers. Retain remainder in im-
administering PMCD. Included in this file is cor- mediste work area until no longer needed for
respondence, copies of directives and laws involv- current reference; then retire to Records
ing supergrade peeitions, wage administration, and Center.
the Agency's progrem of position evaluation.
b. This edministrative-type file includes 3.0 Temporary. Cut off annuslly. Destroy when
weekly reports containing statistics on position two years old.
audits, chrono files, requests for administrative
services and other routine matters.
(1966 -
c. Correspondence and other material dealing k.0 Temporary. Screen periodically and destroy
with verious area divisions within DD/P. material no longer needed.
2. | SUPERGRALE FILE
This file includes all material (excluding 5.0 TPemporary. Screen periodically and destroy
' survey reports) relating to supergrade positions, material no longer needed.
i.e., job sheets, job information and background
as well as organizational listings of positions
and personnel and grade level statistics.
3. | POSITION DESCRIPTION FILE
a. Consists of forms 387 and 387a, Position 1h4.3 Temporary. When position is abolished or
Description forms, on all positions, excluding description becomes obsolete place in inactive
supergrades. Filed organizationally and by grade file. Hold five years and destroy. (GRS 1,
thereunder. Item T)
(Currmnt) S T
Approved For Release 2005/11/21 : CIA-RDP78-00487A000100300001-9
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. 2 ITEM No.| | E FILES IDENTIFICATION VOLUME DISPOSITION [NSTRUCTIONS
- -004

b. Job info:gnloa?ilcz'exg 51?{5 eclgggfs%gogg 1<(.<2)1 CIA QDIZ'Z?SOO l87TAe!(')1001g(!)_§(300 lr?een periodically and destroy
pondence relating to position daseriptions, in- material no longer needed.
cluding wage board and contains requests for up-
grading, transfers, etc. as well as background
information such as job comparisons and statistics
Filed organizationally and chronologically.

k., | POSITION AND QUALIFICATION STANDARDS FILE

a. Consists of "Occupational Handbook of 2.2 Temporary. When reissued, destroy extra
Classification Titles and Codes.," Handbook serves copies. Retain one copy in immediate work
a8 working media for essignment of standard titles area for reference purposes.
~ and codes to Agency positions for the occupational
coding of employee qualifications and as a refer-

ence to position statistics. Arrenged by occupa-
tional code number,

b. Consists of copies of Agency position and 2.5 Temporary. Destroy when no longer needed.
qualification standerds. These standards were
developed to serve as working guides for deter-
mination of title, occupational code, grade of
Agency position and for determination of appro-
priate qualifications of individuels assigned to
positions. Arranged by occupational code number.

5. | STAFFING COMPLEMENT CHANGE AUTHORIZATION, Form 261

Consists of signed copies of Form 261 along 2.0 Permesnent, Place in file of completed re-
with authorizing document. Filed by office quests upon final authorization. When two
. chronologically. years old forwerd to Agency Archives.
(1967 - )
6. | SURVEY REPORTS
Survey reports including those on supergrade 2.0 Permanent. When no longer needed for refer-
positions. Contain funetional statements, anelysig ence purposes, retire to Records Center.

of position grade structures and position titles,
brief statements of duties and responsibilities as
well as PMCD recommendetions. Actual report is
used as reference and serves as basis for prepara-
tion of position deseriptions. Filed alphabetically

by office.
Annrovwmum&mmmma
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- Te WAGE AIMINISTRA
Consists of copies of wage schedules, copies 2.0 Permanent. Sereen periodicelly and destroy
5 of notifications of approval of schedules, lists material no longer needed. Certain portions
of pay rates forwarded to field offices, and re- of this file, namely GA and GP schedules, will|
lated correspondence. Information includes be forwarded to Records Center when no longer
locality wage rates for specific occupations such needed for current reference.

as trade or craft, consultants, indigenous labor,
etc., Wege schedules are reviewed end epproved
for Agency use. Filed organizationally.

8. | MACHINE LISTINGS

. a. Consists of various machine listings in- 1.8 Temporary. Destroy upon receipt of current
cluding occupational categories of Agency posi- listing.

tions, information on grade utilization and number

of incumbents in each grade.

b. Position Control Register 5.1 | Temporary. Return to SRB/CD/OP when no
longer needed.

9. | REFERENCE MATERIAL
Consists of Agency regulatory issuances, Ly .8 Temporary. Destroy when obsolete, superseded,
OPMs, Federal Personnel Manual, Civil Service or no longer needed.

Commission standards as well as other guides
used as background and reference.

S ‘
APPROVED ; ! [

122.2 CIA Redoras Administration O0fficer
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10 February 1969

MEMORANDUM FOR: CIA Records Administration Officer

SUBJECT : Records Control Schedule 40-69 for Qualifications
Analysis Branch, CD/OP

RESCINDS : Records Control Schedule 40-65 dtd 23 Sept 1965
for QAB

Records Control Schedule L40-64 dtd 14 Oct 1964
for Admin Staff/OP, Items 8, 9, and 10 only

1. Attached hereto is Records Control Schedule 40-69 for the
Quelifications Analysis Branch, CD/OP. Also included in this
schedule are records for the office of the Chief, Control Division
which now includes the records management funetion within the
O0f'fice of Personnel.

2. Your approval is requested.

RAO/OP
Attachment:
RCS 40-69 for
QAB/CD/OP

APPROV] 2 ) %—’é ?7,

CIA 'roooras Administration Officer pate

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100300001-9
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AaMANDOCUAT

OFFICE, DIVISION, BRANCH Sr
Office of Personnel, Qualifications Analysis Branch F—
TITLE hal) ke 7 £
including office of Chief, Control Division Chief, CD/OP /a Il /%%
IJOEM (TITLE, DESCRIPT;(;IIV-,ESARII&IE\”:;;L:EA}TE:.AEIIVgNINCLUSIVE DATES) (C\lllgl;lCJMFET- ) DISPOSITION INSTRUCTIONS

1. | SUBJECT FILES

a. Consists of material dealing with coding, 5.0 Temporary. Screen periodically. Destroy

conversions, educational background of Agency material no longer needed. Retain remainder
employees, War College graduates, and other mat- “in current files area.
ters. Also contained in this file are briéfing

materials and files pertaining to the over-all
function of the Control Division which includes
Transactions and Records as well as Statistical
Reporting Brench in addition to QAB.

b. Consists of program calls, T&A informe- 2.5 Temporary. Cut off annually. Destroy when
tion, training requests, requests for profiles, three years old.
weekly reports and other matters of a routine
nature.

2. | QUALIFICATIONS CODING FILE

a. Consists of Form 44lhj, Qualification 5.0 Temporary. When qualifications record change
Inventory, completed by all Agency employees. is submitted, forms are filed in employee's
This form updated the Personal History Statement official personnel folder.
. from time of employee's entrance mn duty. After
initial update, Form 4iin, Qualifications Update,

is used on an annual basis to keep employee's
biographic and personal data current.

b. Consists of copies of Form 1962, Master 16.8 Temporary. Retain in immediate work ares
Qualifications Coding Record, and Form 1962a, until no longer needed; then destroy.
Qualifications Record Change, whichare used in
coding qualifications and changes in information
already coded. These sheets are forwarded to
TRB in order to prepare computer input which is
sent to OCS for inclusion in Qualifications
Register.

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100300001-9
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|TEM NO.|

3.

’4"

. FILES IDENTIF JCATI1ON ] VOLUME
ApprovedTor T "RDP78-004

BIOGRAPHIC PROFILES

Consists of the original master copies of
Form 1200, Biographic Profile, prepared by QAB
which are used for reproduction purposes. The
biographic profile serves as an authenticated
current source of information on Agency personnel
to be used in iieu of OPF when possible for as-
signment, selection, career planning, and long-
term training. Filed alphabetically.

CARD FILE

Consists of 5x8 cards containing coded
biographic and qualification information on
employees and applicants.

RECORDS AIMINISTRATION FILE

These files consist of materiasl relating to
the Records Management and Vital Materials
Programs of the Agency. Included in these files
are schedules, annual inventories, procedures and
all correspondence relating to both programs.
Also included are lists of all deposits at the
Records Center and in the Vital Materials
Repository.

SPECIAL PRINTING FILE

Consists of files covering special printing
requests. Included in these files are reproduc-
tion requbitions and miscellaneous material re-
lating thereto. Filed by division.

FORMS CONTROL FILE

Consists of case files maintained on all
forms used and. pertaining to the management of
Agency personnel. These files contain samples,
concurrences, copies of requests for revision,
reproduction requisitions, and all working papers

Approved For Release 2005/11/21 ; CIA-RDE

DISPOSITION INSTRUCTIONS

57.5

3.9

105

1.5

6.0

Z83-00487

7A000100300001-9

Temporary.
is typed on new master or when employee is

Destroy only when all information

separated from the Agency.

Temporary. Complete new deck of cards issued
quarterly at which time present deck is
destroyed.

Temporary. Screen;periodically and destroy
valueless papers. Retain remainder in im-

mediate work area.

Temporary. Screen periodically and destroy
material no longer needed. Retain remainder
in current files area.

Temporery. When form is made obsolete,
destroy pepers no longer needed. Flace in
inactive file and retain in immediate work
area until no longer needed for future
reference; then destroy.

0001003000018
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. pertaining to that particular form. Arranged

numerically by form number.

8. PERSONNEL FOLDERS - OFFICIAL AND APPLICANT

Consists of Official Personnel Folders as 33.5 | Temporary. Return OFF to File Room when no-
well as Official Applicant Files on loan vhich a.reJ longer needed; aspplicant file should be re-
being used to work up coding information and, in turned to Placement Division.
the case of employees, biographic profiles also.

(Current)
9. REFERENCE MATERTAL
‘ Consists of certain machine listings such 20.5 | Temporary. Destroy when superseded, obsolete,
’ as combined alpha., occupational code, military or no longer needed except Job 105 which will
reserviste, true accessions, separations, name be returned to C/SRB/CD/OP.

changes and training rosters as well as occupa-
tional and procedural handbooks, gualification
registers and code books outlining classification
coding and record system containing numerical
code used in coding employee and epplicent quali-
fications, regulatory issuances, OPMs, OTR and
Support Bulletins and other material used as back-
ground and reference.

~ 153.7 ST
JS— 20 L 757

Date
CIA Regords Administration Officer .
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\

21 April 1969

MEMORANDUM FOR: CIA Records Administration Officer

SUBJECT : Revised Records Control Schedule 40-69
for OP/CD/Statistical Reporting Branch

RESCINDS : RCS 40-64 dtd 8 May 64

1. Attached hereto is Records Control Schedule 40-69
for OP/CD/Statistical Reporting Branch.

2. This schedule has been entirely rewritten in order
to add and delete items, regroup Jobs, and correct disposi-
tion instructions where appropriate. Because of this, at
the moment all material presently at the Records Center is
being recalled and screened. The Chief/Statistical Reporting
Branch, Chief/Control Division, and DD/Personnel for Plans and
Control have reviewed this schedule thoroughly and feel that
those items shown as permanent are of historical value. 1In
order to identify job numbers, there is attached a list des-
eribing the tabulations and the corresponding schedule item
number.

3. In order that material presently being reviewed in
the office area may be returned to the Records Center as
soon as possible, your early approval of this schedule would
be appreciated.

w©ond

= RAO/OP
Attachment:
RCS 40-69 for
OP/CD/SRB
w/identifving list

APPROVED 2 {%‘z / ZJ 7
{ Déte

CIA Records Administration Officer .-~

e gt 4 e

4

omiiean o -
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SCHEDULE NO.

CONCIIRRFNCF

OFF ICE.,

DIVISION, BRANCH

office of Personnel, CD/Statistical Reporting Branch

TITLE

A T N AC
Chief, SRB/CD/OP THAPR 1965

ITEM
NO.

FILES IDENTIFICATION
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES)

VOLUME
(cuBIC FT.)

DISPOSITION INSTRUCTIONS

1.

2'

3:

BRANCH SUBJECT FILES

Consists of work orders, requisitions,
weekly activity reports, chrono files as well as
general correspondence accumulated in administra-
tion of branch activities.

PERSONNEL STUDIES

Consists of personnel studies along with
working pepers and other related material ac-
cumuleted in their preparation. These studies
deal with various personnel matters and are
prepared at the reguest of various senior Agency
officials.

PERSONNEL REFORTS FILE

Consists of periodic and special reports
required on various phases of personnel adminis-
tration. Also included are worksheets created
in the course of compiling statistics and pre-
paring reports. Filed by type of report and
chronologically thereunder.

a., Personnel Strength Quarterly Statistieal
Review and Supplements {prior to 1969)

b. Annual Statistical Reference Reports
(continuation of "e" above)

c. Fiscal Year Consultant Report contains
name, smount, &nd rate of pay of all consultants.

Approved For Release 2005/11/21 ; CIA-H
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2.3

3-0

Temporary. Cut off annvally.
two years old.

Destroy vwhen

Temporary. Destroy when five years old or
sooner if no longer needed for reference
purposes.,

Permanent. Retain in Agency Archives.

Permanent. When five years old transfer to
Agency Archives.

Permanent.
years; then retire to Records Center.

RDP78-00487A000100300001-9

Retain in current files area two

(a1)




LI TEM NO.| FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
. Approved For Release 2005/11/21 : CIA{RDP78-00487A000100300001-9

d. "Eyes Only" Strength Report Permasnent. Retain in current files area five
years; then retire to Records Center.

e. Monthly Report of Separations Permenent. Retain in current files area two
years; then retire to Records Center.

f. Age and Grade Distribution Report Permanent. Retain June-Dec. copies in current
files area for five years. When five years
0ld retire December copy to Records Center,
destroy June copy.

g. Daily Strength Report used as strength Temporary. Destroy when three months old.

‘ control record.
h. Cereer Service Grade Authorization Report Temporary. Retain level of three complete
showing vecancies by career service and grade calendar years.
thereunder.
i. Fiscal Year Cumulative Processed Changes. Temporary. Retain level of three complete
Consists of gains and losses dealing with promo- calendar years.
tions, separations, reassigmments, accessions, etc
J+ Quarterly Non-Staff Personnel Report Permanent. When three years old retire to
1 shows number on-duty by location (| | Records Center.
1 [) vy office,
(1955 - )
k. Report on Women Federal Employees in Permanent. When three years old retire to
Higher Level Positions, GS-12 and above. Records Center.
’ (1965 - ) |
1. Minority Group Report based on sex and Permanent. When three years old retire to
race. ) . Records Center.
(1953 - )
m. Agency celling memos and ledger books Permsnent. When three years old retire to
reflecting T/O and ceiling changes by office. Records Center.
(1952 - )

n. Agency Quarterly Separation Summary Temporary. When two years old retire to

Records Center. Destroy vhen ten years old.
Approved For Release 2005/11/21 : CIA.RDP78-00487A000100300001-9
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FILES IDENTIFICATION

VOLUME

DiSPOSITION INSTRUCTIONS

Approved For Release 2005/11/21 : CIA
0. Miscellaneous statistical tables o
prepared at request of operating offices and
other material. accumilated in meeting current
and future requirements.

RDP78-00

¥87A000100300001-9
Temporary. Destroy when five years old or
sooner if no longer needed for réference

purposes.

h, MACHINE LISTINGS

Consists of statistical tabulations as well 151.0
as rosters of positions and personnel which are
prepared by 0CS. Frequency of publications vary
according to content, use, recurring and specisl
reporting requirements. Filed chronologiecally
by type of report. (Identifying list attached)

a. 0SS alpha listing as well as Jobs 10lA-B, Permanent. When no longer needed for current
102A-B, 117 (prior to 1962), ‘and 1Th reference transfer to Records Center.

b. Jobs 103, 105F (Dec. copy only), 143, Permenent. When two years old retire to
kA, E, G-I, 190 (discontinued) Records Center.

c. Jobs 113A-I, 144B-D, F, 145A-G, 170, Temporary. When two years old retire to
1714, 175A-F and P-S, 176E-J, 200C-T, 205A-E, Records Center. Hold an additional eight
206A-E, 20TA-C, and 22TA-D. years. Destroy when ten years old.

d. Jobs 212A-C Temporary. When five years old retire to
Records Center, Hold for an additional five
years. Destroy when ten years old.

e. Jobs 222A-F Temporary. When two years old retire to
Records Center. Hold three additional years.
Destroy when five years old.

£. Job 9604 Temporary. When one year old retire to
Records Center. Hold for an additional four
years. Destroy when five years old.

g. Jobs 101A-B, 1024-C (after 1961) Temporary. Destroy when ten years old.

h. Job 117 (after 1961), 173A-P, 184C-D, H-J, Temporary. Destroy when five years old.

221A-C.
Approved For Release 2005/11/21 : CIARDP78-00487A000100300001-9
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i. Job 100 (formerly 108), 110A-J, 11l2a-M, | ! 4( Temporary. Destroy when three years old.
114A-C, 120A-I, 121A-D, 140, 148, 150, 151, 153, | '
154, 155, 156A-C, 157, 158, L72A-F, 1T6A-D, 152,
177A-0, 188A-B, 238A-H, 239, 240A-I, 241A-F,
242A-D, 249,

Jo Job 105, 105F (other than Dec. copy), Temporary. Destroy when two years old.
1224,123, 129A-C, 142A-C, 146A-B, 180A-ZB, 1854, '
207D, 217A-F, 219A-B, 226A-D, 250A.

k., Job 103A-C, G-I, 106A, 107A, 107D, 109, Temporary. Destroy when one year old.
115, 141A-B, 162, 184A-B, E-G, 191A-B, 200A-B,
’ 208, 223a-B, 248.
1. Job 172E-F, 22hA-C, 250B Temporary. Destroy when six modiths old.
m. Job 133A-C. Temporary. Destroy when three months old.
n. Job 101G-H, 1154-B, 160A, 161, 161B, Temporary. Destroy upon receipt of current
161D, 211A, 21hA, 228A-B, 236, 960B-C. listing.

S CARD FILES

a. Forms 642 and 642a, Persounel Locator .5 Temporary. Hold two months and destroy.
Cards from which information to be corrected is
transferred onto coding sheet and forwarded to
ocs.

b. Form 1932, tab card, used in controlling 3 Temporary. Hold one year and destroy.
’ corrections in red line telephone directories.

c. These 3x5 cards reflect LWOP information 1 Temporary. Destroy when three years old.

on Agency employees. Retained for possible
reference in compiling statistiecs.

6. GRAFPHIC CHART FILE

Annual illustrated grale}ggEon show- 5 Zermanent. When two years old retire to
over-all Agency statisticsl informetion. Report Records Center.

prepared for D/Personnel. Discontinued Jan. 1969.
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7. STAFFING COMPLEMENT CHANGE AUTHORIZATION CONTROL
FILE
Consists of copies of Form 261, Staffing 2.0 | Temporary. Destroy when five years old.

Complement Change Authorization. Filed by office,
8. QUALIFICATIONS INVENTORY AND UPDATE FILE

Forms 44hj and 4ilin are reviewed if any over- 1.0 | Temporary. Forward to QAB/OP when no longer
seas service 1s noted by employee. If information needed.
differs from that reflected in machine 1isting,
correction 1s forwarded to OCS through TRB.
’ 9. FORM 1150

Copies of this form, Notification of Per- 1.0 | Temporary. Destroy when two months old.
sonnel Action, are used for daily strength count.

10. EDITS

These edits are received every two weeks 7.0 | Temporary. Destroy when one year old.
from 0CS reflecting all personnel actions cut.

11. HISTORICAL FILE

Consists of various personnel statisties and 6.0 | Permanent. Retire to Records Center when no
other papers which reflect the development of the longer needed for reference purposes.
Agency and which are maintained for historical
’ purposes such as OPC and 0SO statistical reports,
12, COURIER RECEIPT FILE

Consists of Form 240, Courier Classified .1 | Temporary. Destroy when six months old.
Mail Receipt, which is signed by courier at time
of pick-up. Filed chronologically.

13. REFERENCE MATERIAL

Consists of regulatory issuances, Civil Ser- 3.0 Telnporaf‘y. Destroy when superseded, obsolete,
vice material, numericsl code books, guides and or
manuals maintained for reference purposes. ﬂPﬂRQVED 72 / 2.
N ;ato
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MACHINE REPORTS PREPARED FOR
DISTRIBUTION, REFERENCE, AND/OR RETENTION
AT VITAL RECORDS AND/OR RECORD CENTER

As of 30 April 1969

Schedule .
Item No. Job No. VR/RC/0* Description of Report

by 100 0 Formerly report number 108. Reports 100 A and B -
Gain and Loss listing by numeric office code showing
employee's name, grade, and SD of employee (Civilian
and Military). Monthly and pay periods.

hg 101 VR/RC Reports 101 A thru H - listings and tabulations of
separations by occupational groupings, by grade,
-by career service, by office, and by Agency. Monthly,
quarterly, and annually.

hg 102 RC Reports 102 A thru C - listings and tabulations of
accessions by grade, by career service, by office,
and by Agency. Monthly and quarterly.

ky 103 RC Reports 103 A thru F - Agency preliminary strength
report by type of employee, by headquarters, by office,
by Directorate, and by Agency. Pay periods, monthly,
and quarterly.

43 105 VR/RC Reports 105 A, B, D thru G - Agency combined alphas
and by serial numbers showing complete and selected
columnar data. Also, alphas for just the clandestine
service's personnel only. Monthly.

hi 106 VR Reports 106 A and B - Agency (and just the office of
Communications) alpha of all staff personnel by head-
quarters by office. Calendar quarter.

bk 107 VR Reports 107 A, B, and D - Date of grade by grade, by
career service, and also an alpha by career service-
excluding SD-D. Quarterly - May, Aug, Nov, and Feb.

Lk 109 0 Supergrade listing alpha by grade by office. Quar-
terly - April, July, Oct, and Jan.

1 (1)
) | S-E-C-R-E-T

>
X
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Schedule

Item No. Job No. VR/RC/O*
hi 110 0
hi 112 0
he 113 RC
hi 114 0
bk 115 VR

VY 17 RC
b 120 0
by 121 o]
Ly 122 0
b 123 0

CONTINUED:

Description of Report

Report 110 A thru J - Promotion tabulations by grade,
by grade groupings, by career service, by Directorate,
and by Agency. Monthly and quarterly.

Reports 112 A thru F - Projected PSI tabulations by
grade, by step, by career service/groups/Agency. Month-
ly and on request basis.

Reports 113 A, B, C, E, F, G, and I. Grade distribution
of staff personnel by office, headquarters, and by Career
service.

Reports 114 A and C - Tabulation of Agency personnel
assigned to Foreign Field Stations by career service,
by country-city code, and by office. Calendar quar-
ter.

Reports 115 A and B - A monthly and a cumulative list-
ing of name changes to date arranged by old-to-new
and new-to-old. Annual (cumulative) and monthly.

A tabulation by division, by office of on duty strength,
and planned incumbency. Monthly.

Reports 120 A, B, C, E, F, G, H, and I - Military list-
ings and tabulations reflecting military details as-
signed to the Agency by service, by office, by cost
account number, and by reimbursable dollar amounts.
Monthly and quarterly.

Reports 121 A thru D - Listings of Agency personnel
who are on LWOP, summer only's, and part-timers by
alpha and by Office. Monthly.

Reports 122 A and E - Agency date of grade listing by
grade by office excluding all the DDP offices with the
exception of EUR Div. Quarterly - Jan, April, July, and
Oct.

Call-up listing of employees eligible for menmbership
into the Agency Career Service. Semi ~annual .

(2)
§-E-C-R-E-T
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CONTINUED:

Schedule
Item No. Job No. VR/RC/O* Description of Report

b3 129 0 Reports 129 A and C -~ NTE (Not to Exceed) listings.
These have been superseded by Job No. 222.

lim 133 VR Reports 133 A, B, and C - Overseas master listings by
serial no. by alpha, by location of staff personnel
currently on duty, and separate listings of those who
have resigned.

g 140 VR Reports 140 A, C, D, E, and G - Agency Position Control
Registers. Monthly and quarterly.

hk 141 0 Reports 141 A and B - Inconsistencies in assignments
of employees to positions and, also, personnel pend-
ing reassignment. Monthly.

b 142 0 Reports 142 A, B, and C - Personnel Rank Assignment
cases. Monthly. These reports have been replaced
by report number 222.

4b 143 RC Organizational code listings. Monthly.

) 14k RC Reports 144 A thru I - Grade Tabulations of positions
and employees reflecting average and earned salary.
Tabulations are by Agency, Directorate, Office, Career
Service, and by occupational code. Monthly, quarterly,
and semi-annually.

he 145 RC Reports 145 A thru @ - Tabulations of planned incum-
bency by grade, office, headquarters, and by career
service. Monthly.

bj 146 0 Reports 146 A and B - Position data tabulated to re-
flect the activity/category/sub-category of each
position by office and by Agency. This data is based
on the Manpower Analysis Numbering System (MANS). On
request.

4y 148 0 Supergrade and "00" grades by position by office.
Monthly.

41 150 0 Security-in-process tabulation by civilian/military
by headquarters by office. Monthly.

by 151 0 Alpha listing of security-in-process cases. Monthly.

(3)
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CONTINUED ;
Schedule
Item No. Job No. VR/RC/O® Description of Report
Ly 152 0 Recruitment requirement listing by occupational code
by office. Monthly.
Ui 153 0 Tabulation of cancellations by type of applicant by
type of clearance. Monthly.
hi 154 0 Alpha listing of initiations, cancellations, and EOD's
by office. Monthly.
Ly 155 0o Alpha listing of security cancellations. Monthly.
4 156 4] Reports 156 A thru C - Grade distribution of applicants
in process, initiations, and cancellations. Monthly.
Li 157 0 Initiations, cancellations, and accessions by re-
cruitment source. Monthly.
hi 158 0 Invitee Travel listing by type of invitee and by
office. On request basis.
kn 160 VR Reports 160 A thru K - Qualifications registers and
related reports. Monthly, quarterly, and semi-annually.
in 161 VR Reports 161 A thru F - Language rosters alpha by
language, language by aslpha, languasge by career ser-
vice, delinquent cases, and disclaimers. Semi-annual.
bk 162 0 Tabulation of Female employees. On request basis.
be 170 RC Consultant listing alpha by office/Agency. Annually
N (June). Discontinued as a machine report and is now
done manually.
ke 171 VR/RC Staff Agent listing alpha by office. Monthly.
Ly 172 0 Reports 172 A thru F - Gain and Loss listings by

career service and by selected grade breaks, showing
accessions, promotions, separations, and reassignments
in and out of a career service. Monthly and semi-
annually.

(4)
S-E~C-R-E-T
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Schedule
Item No. Job No. VR/RC/O*
kh 173 0
ka 17h RC
be 175 RC
he 176 RC
Ls 177 0
by 180 VR
kn 184 0
by 185 VR
b 188 0
4b 190 RC
hx 191 0

CONTINUED:

Description of Reports

Reports A thru P - Alpha and alpha by office listings
of employees reaching their 10, 15, 20, and 25 years
of Agency service. Annually.

Tabulation by Directorates/Agency by sex and by
veterans preference. Annually (December).

Reports 175 A thru T - Age and grade distribution by
age, by grade, by career service, by career service
groupings, by Agency, by male, and by female. Semi~
annually.

Reports 176 A thru T - Promotion listings and tab-
ulations by career service by career service groups/
Agency. Semi-annually.

Reports 177 A thru O - Retirement listings by office
of those employees who will be eligible to retire
under 60/30 or 62/5. Annually.

Reports 180 A thru ZB - Career Trainee listings and
tabulations by office by career service by Directorate
by Agency. Semi-annually.

Reports 184 A thru J - Fitness report call-up list-
ings and tabulations. Monthly, semi-annually, and
annually (Nov.).

Report 185 A - Occupational code listing reflecting
occupational codes and titles. Quarterly.

Reports 188 A thru D - Tabulations reflecting changes
in employee service designations. Monthly.

Reports 190 A thru E - Average Salary control report
by grandfather career services. Report has been dis-
continued. Monthly.

Reports 191 A and B - Agency Detailed Personnel ser-

vices report by division and by office. On request
basis.

(5)
S-E-C-R-E-T
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CONTINUED:

Schedule
Item No. Job No. VR/RC/O* Description of Report

he 200 RC Reports 200 A thru U - listings pertaining to the
CIA R&D System. Monthly.

ke 205 RC Reports 205 A thru E - Manpower study consisting of
tabulations comparing the strength relationship of
positiones and incumbents based on the sub-category.
Tabulations are by quarterly comparisons by office,
by Directorate, by Agency, and by sub-category.
Quarterly.

he 206 RC Reports 206 A thru G - Manpower study which reflects
the assignment of employees by their sub-category,
showing the number of matched and ummatched assign-
ments by office, by Directorate, by Agency, and
by sub-category. Monthly.

he 207 RC Reports 207 A thru D - Tabulations of positions and
personnel by schedule/grade by SD/SD Groups/Agency
and by sub-category. Monthly.

bk 208 0 Report 208 A - Listing of secretarial series and
clerk steno personnel (GS-06 thru GS-09) assigned
vith a fitness reting of strong or outstanding by
office by Career Service by Fitness rating by
grade. Monthly.

bn 211 0 Reports 211 A and B - Occupational code master list-
ing by occupational code and a listing reflecting
changes in occupational codes and titles by form
261. Monthly.

43 212 RC Reports 212 A thru C - Tabulation of accessions,
separations, and promotions by office/SD/Agency
by month (cumulative). Monthly.

n 214 0 Report 214 A - Station code listing reflecting
country~city codes and the clear text of the
codes. Monthly.

b 217 0 Reports 217 A thru F - Tabulations of positions and
incumbents/non-staffing personnel/personnel pending
reassigmment/personnel assigned to the development
camplement/by positions grade by schedule by occupa-
tional code by sub-category and by SD. On request
basis.

(6)
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Schedule
Item No. Job No. VR/RC/o*
b3 219 o)
Li 221 0
be 222 RC
4(1) 224 0

e 227 RC
kn 228 VR

Ln 236 VR

Ly 238 0
4i 239 0
hi 240 0

CONTINUED:

Description of Report

Reports 219 A and B - Retirement projection list-
ing by year by retirement group by SD/Agency.
Annusally.

Reports 221 A thru C - Tabulation of Security in
process study of accessions, cancellations, in-pro-
cess by office by Agency by Agency group by sub-
category. Monthly.

Reports 222 A thru F - Not - To - Exceed (NTE) list-
ing alpha by grade by schedule by SD/office/NTE
category. Monthly.

Reports 224 A thru C - Personal History Statement
Listings: Delinquent; call-up; and, error listing.

Quarterly.

Reports 227 A thru D - Tabulations of Agency on duty
personnel by sex by age groups by year of LCD by
sub-category, showing educational levels and language
capabilities. Quarterly.

Report 228 A - Language proficiency report alpha by
category by language by office. Quarterly.

Report 236 A thru D - Listings the names of employees
vhose qualification source, specialty, and functional
codes are undetermined. Annuslly.

Reports 238 A thru H - Tabulations of separations
arranged by occupational code by sub-category code
by office/directorate/SD/Agency. Monthly and Quar-
terly.

Reports 239 A thru D - Listings arranged alpha by old
schedule group by old sub-category by new sub-category
code by office/directorate/career service/Agency.
Monthly and quarterly.

Reports 240 A thru I - Listings of accessions initiations,

and cancellations by office/directorate/Agency and listed
cunulative monthly. Monthly.

(7)
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CONTINUED:

Schedule
Item No. Job No. VR/RC/O% Description of Report

4 241 0 Reports 241 A thru F - Listings reflecting the re-
assigmments in and out of an office/directorate/career
service. Monthly. :

hi - 242 0 Reports 242 A thru D - Listings of promotions alpha
‘ by new grade by new occupational code by new sub-
category code by office?g:rectorate//‘-sency/career
service. Monthly.

hx 248 0 Report 248 - Alpha by grade (GS and non-GS) by career
service showing their college degree, Major, college,
year degree received, and the AA item for each employee
in the Qualification System. Annual.

b 249 0 Reports 249 A, B,and C - Listings and tabulations by
grade by schedule by sex code by office/Agency of
all strength count civiliens who have a sex code of
3 through 8. Annually. (June 30).

4(1) 250 0 Reports 250 A and B - A Combined Agency Alpha Date
listing of all strength and non-strength civilian
and military personnel. Quarterly.

e 960 VR/RC Reports 960 A thru D - Agency Personnel Emergency and
Locator listings. Bi-weekly, monthly, and quarterly.

*WVR = Indicates that the report is sent to Vital Records.
RC = Indicates that the report is sent to Record Center.
VR/RC = Indicates that the report is sent to both depositories.

0 = 1Indicates Office Retention Only.

(8)
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21 June 1968

MEMORANDUM FOR: CIA Records Administration Officer

SUBJECT : Records Control Schedule 40-68 for Transactions
and Records Branch/Control Division, Office
of Personnel

RESCINDS : Records Control Schedule 40-64, Same Office

1. Transmitted herewith is revised Records Control Schedule
for the Transactions and Records Branch/Control Division, Office

of Personnel. ( =4 %’VV& /4/{;39

2. This schedule was rewritten in order to reflect current
functions of the branch and change disposition instructions for
several items. At this time it 1s not felt that terminated of-

" ficiael personnel folders can be held by the branch for a period
longer than six months prior to forwarding to the Records Center.

3. Your approval of this schedule will be appreciated.

ST
RAO/OP
Attachment:
RCS 40-68 for
TRB/CD/OP
ST

/I
WZ@i o 7 //34\7

)/:T@ ’S i mat % APPROVLD: :
a
(9@4:»,:&: P rje ¥ CIA Rebtorus mumrnrscrovsva ws==vol .
- .
&S 3]sl
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"RECORDS CONTROL SCHEDULE

SCHEDULE NO.

L0-68 '

OCOMPUDOCNOE

OFFICE, DIVISION,
Office of Personnel, Control Division/Transactions & Records

BRANCH

Branch

Chief, OP/CD/TRE

ITEM
NO.

FILES IDENTIFICATION
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES)

VOLUME
(CUBIC FT.)

DISPOSITION INSTRUCTIONS

3.

BRANCH SUBJECT FILES

Consists of correspondence and procedures
dealing with salery, pay adjustments, personnel
processing, service computation, hiring of certain
categories of personnel, monthly reports, and

other material accumulated in the over-all administ

tration of the branch.
FITNESS REPORT MACHINE LISTING

Job 184 reflects information regarding fit-
ness reports. Information includes individual's
name, serial number, DOB, SD, occupation, grade,
office of assignment, type of report due, etc.
Arranged by office of assignment, grade there-
under. Monthly.

(1967 - )

OFFCIAL PERSONNEL FOLDERS

a. Consists of official personnel folders
containing papers which completely document the
service of an employee - staff employees, con-
sultents, and part-time employees paid on a "when
actually employed" basis. Filed alphabetically.

3.5

2.5

983.0

Screen periodically. Destroy
Retain remainder

Temporary.
material no longer needed.
in immediate work area.

Temporary. Destroy when six months old.

Temporary. Upon separation, screen and
destroy duplicate documents and place in in-
active file. Hold for six months and retire
to Agency Records Center after screening each
file for that portion documenting prior
Federal service which will be transferred to
National Persomnnel Records Center along with
a notation regarding individual's Agency em-
ployment unless individual has transferred to
another Govermment agency and thet Agency has
requested the individual's file. The CIA
portion of the file will then be forwarded to
the Agency Records Center and destroyed 75

FORM NO.
1 JAN 56

USE PREVIOUS
|39 EDITIONS.

{a1)
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Approv s 200571 years after birth of employee or 60 years after)

date of earliest document in the folder if }
date of birth cannot be eascertained, provided
employee has been separated or retired for at
least five years.

b. Consists of official folders containing 9.0 |Temporary. Upon termination of individual's

pepers which document the employment of native employment, place in inactive file and retire
personnel by FBIS. Folder includes application in entirety to Agency Records Center upon ac-
for employment, employee agreement, anti-strike - cumulation of one foot or more. Retain for

n n

affidavit, and personnel actions. Filed by Bureau same period as prescribed in "a" above.
and alphabetically thereunder. ’ .

‘ 4. | LOCATOR FILE

a. Strip file on all retired official per- .1 |Temporary. Re’dain in immediate work area
sonnel files. Strip contains neme, DOB, employee until file is no longer at Records Center;
serial no., Records Center job and box number, then destroy. )

Used for recalling OFF. Filed alphabetically.

b. Consists of wheeldex cards maintained on 4,2 |Temporary. Retain in immediate work area for
Agency employees past and present containing name reference purposes until no longer needed;
of employee, office of assigmment, blocking in- then destroy.
formation, etc, Used as reference to PI records
and as a guide in answering inquiries of credit
reference, salary, ete. :Color of card indicates
amount of informetion which may be divulged. ’
Filed elphabetically by name.-

‘ 5. | SERVICE RECORD CARD FILE (SF-T) o
Consists of cojies of SF-T7, Service Record 22.8. |Temporary. Upon termination of individual,
Card, maintained on each staff employee, staff transfer to inactive file. Retain in immediate

agent, and consultant. File provides picture of work aree until no longer needed; then destroy.
over-all organizational segment and shows such .

information as location of employee, vacancies,
pending actions, and nesmes of incumbents of posi-
tions. File also provides a summarized record of
the employee's service. -Service record cards on
staff employees and staff agents mainteined or-
ganizationally; service record cards on consultant
maintained alphebetically.
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6. | EMPLOYEE INQUIRY AND ACTION FILE )
Consists of Form 81, Record of Inquiry and «5 Temporary. Upon termination of individuel,
Date Released, containing a record of information transfer to inactive file and continue to
on employees furnished in response to inquiries retain in immediate work area for five years.
directed to the Agency. Filed alphabetically. At the end of that time, destroy.
T. { COVER MEMORANDA FILE
Consists of cover memorande used as reference 5.0 Temporary. Destroy when no longer needed
in acknowledging inguiries on employees - past and for reference purposes., -
present. Filed alphabetically. )
8. | "NO RECORD" FILE _ _
"No Record" correspondence is maintained as 1.0 Temporary. Cut off eech year. Destroy one’
reference on inquiries received on individuals on year thereafter. )
vwhom we heve "no record.” Filed alphabetically. :
9. | PERIODIC STEP INCREASE SUSPENSE FILE
a. Consists of Form 560e, Notification of 2 Temporary. Release to Office of Finance one
Pay Change, which has been preprinted with name of week prior to effective date of PSI.
employee, organizational assignment, and effective '
date of PSI. )
b. Consists of machide listing showing nemes 5 Temporery. Hold six months and destroy. .
of all individuals by organizetion due for PSI, . . ‘
This listing accompenies Forms 560e.
10. | PERSONNEL ACTION FILE
&, Consists of lists used to transmit copies .1 Temporary. Destroy when three months old.
of Form 1150, Notiflcation of Personnel Action, to
Office of Finance. File is in two parts - one con-
sisting of retained copies of the transmittals and
the other containing the returned signed copies.
(1967 -
b. Consists.of copies of all Forms 1150. 1.0 Temporary. Hold two months and destroy.
¢. Consists of copies of all Forms 1152a, 3. Temporary. Hold six months and destroy.
Multiple RequestnfproFedtuiReIdedd 2005/11/21 : CIA-RPP78-00487A000100300001-9
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d. Jobs 100F and 100G - machine listings of 1.0 Temporary. Retain six months and destroy.
all regular personnel transactions (form 1152) and
short form transactions (form 1152a) processed.
' (1967 -
11. | PROGRAM TAPES
These tapes reflect type of action and data .8 Temporary. Destroy vwhen replaced by new tape.
needed for computer. These are used in cutting
gll forms 1150.
12. | SERIAL, NUMBER LISTINGS
Consists of listings of EODs containing neme 5 Temporary. Cut off end of each year. Destroy
of employee, serial number, EOD data, office of one yesr thereafter.
assignment, grade, salary, funds, etc.
(1967 - )
13. | COURIER RECEIPTS
Consists of Form 240, Courier Receipt and Log .1 Temporary. Destroy when three months old.
Record, used to record receipt and dispatch of ) i
clessified mail.
1k, | REFERENCE MATERTAL
Consists of Agency regulatory issuences, FPMs,| 10.0 Temporary. Destroy when revised, obsolete, or
salary tables, machine listings (combined alpha., no longer needed except machine listings which
name chenges, end others) as well as miscellaneous will be returned to Chief, SRB/OP vhen re-
material used for background and reference. placed with new listing.
10k3,2
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